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~Smith-Corona 


ADDING MACHINE 
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to change. Tax extra on adding machine. 
@ tL C SMITH & CORONA TYPEWRITERS INC 
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@ No what? No stamps! Used’em all up 
last night, and she hasn't hada chance to 
get to the postoffice yet. Second time it’s 
happened this month. The boss is as sore 
as a boiled—sore boss! Had two URGENT 
letters he wanted to make the noon plane... 
His fault, really. This no-stamp rhubarb 
gets the raus when you havea DM! 

@ The DM is the desk-model postage 
meter, little larger than your phone. 

Can be set for as much postage as you want 
to buy... protected from loss, damage, 
theft...and automatically accounted for! 
@ It prints postage for any kind of mail, 
as you need it... right on the envelope 
with a dated postmark—and your own 
small advertisement, if you like...Even 
handles parcel post. And has a moistener 
for sealing envelopes ...A great 
convenience in any office, any time. 

@ There's a model for every office, large 


ee 99 
No she eried! or small. Ask our nearest office to show 


you...or send the coupon for free booklet. 


FREE: Handy wall chart of Postal Rates 
for ali classes of mail, and parcel post 
map showing zones for any locality. 


PITNEY-BOWES 

‘e 
Postage 
Meter 


Offices in 93 cities 
in U.S. and Canada. 


PITNEY-BOWES, Inc. 
3416 Pacific St., Stamford, Conn. 
Please send free () booklet, () wall chart to 


Name 





Firm 


Address ~— 
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Get greater filing capacity with 
Invincible Metal Filing Cabinets 


New wpe compressor pulls up tight, locks secure- 
ly, holds firmly. Provides maximum filing space. 
Boower rolls in and out effortlessly on roller bear- 
ing suspension. 


HERE'S one big reason why Invincible 

Metal Filing Cabinets are better. 
These cabinets easily pack more folders 
and papers into the drawer . . . provide 
maximum use of filing space . . . cut “cost 
per filing inch.” More, durable Invincible 
cabinets are built to last longer. 


For maximum satisfaction, better con- 
struction, greater utility, insist on Invin- 
cible cabinets. Write for details. 


Desk high, counter high, standard four-drawer or 
five-drawer cabinets. Loner or legal size drawers 
— with or without lock. Exclusive concealed 
safe unit also available. 


OFFICE EQUIPMENT 
FOR BETTER BUSINESS LIVING 


Invincible Metal Furniture Co. © Manitowoc, Wis. 
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Lincoln’s Merit Rating 


FRANK GRIESINGER 
Assistant Treasurer, Lincoln Electric Co., Cleveland. 


ANY administrative men recognize 

the importance of compensation 

for office work being based on pro- 
ductivity or individual contribution. The 
caliber of applicants can be upgraded 
substantially if a company offers pay 
based on individual performance. 
Lincoln Electric Co., world’s largest 
manufacturer of welding equipment and 
supplies, has used an incentive bonus 
system successfully since 1934. Our ex- 
perience demonstrates clearly that there 
are plenty of individuals who are in- 
terested in hard work, provided their 
pay reflects their achievements. 

Lineoln wages and salaries are set 
under established principles of job 
evaluation and are matched to the mar- 
ket rates for labor in the Cleveland in- 
dustrial area. <A cost-of-living addition 


to the basiz wage fluctuates with changes 
in the Labor Department’s index. In 


addition, payment of additional incen- 
tive compensation is made at the end of 
the year. 

This year-end bonus is not guaranteed 
to the workers. It is made possible only 
by the successful, profitable operation of 
the company which, to a very large ex- 
tent, depends on the enthusizsm and 
will-to-work of each man and woman. 
Company directors determine the total 
amount of each year’s incentive pay 
bonus after studying company profits 
and needs. Due to the high level of em- 
ployee efficiency, the bonus may be sub- 
stantial. In some years it averages 50% 
to 100% of base wages and salaries. The 
bonus is distributed to the workers in 
proportions based on the Lincoln merit 
rating system described below. 

Our merit rating is designed to meas- 
ure effectively the individual eontribu- 
tion of the employee. It is done twice 
yearly with the two grades averaged to 
determine the final award. It is essential 
that persons doing the rating have 


knowledge of those rated, and rating 
groups must be large enough to allow 
adequate reward to outstanding persons. 
More than one person should judge 
performance to prevent the translation 
of personal conflicts into unfair ratings. 
There must be a leveling device to pre- 
vent overly high ratings by non-realistic 
raters. 

All office and factory workers are 
scored on four different rating cards 
(Fig. 1). The eards are divided into 
seven sections, each with five squares for 
grading. The topmost description ap- 
plies to the near-perfect worker and 
each descending description attempts to 
define the degree of satisfaction on that 
rating factor. Experience has shown it 
is very difficult to phrase one card which 
will be applicable to both factory and 
office workers. The illustrated card set 
represents our fourth attempt; a fifth 
set is now being designed to eliminate 
existing difficulties and to aid those 
rating to secure uniform interpreta- 
tion of the printed description. 

To insure a group of adequate size, 
departments are combined, if necessary, 
to achieve a 15-person minimum. Fae- 
tory groups may contain as many as 
100 men. At the time rating is to be 
done, names and clock numbers of em- 
ployees are Addressographed on the 
eard and the sets are distributed to 
supervisors. 

The direct supervisor of the office 
worker does primary grading with the 
assistance of any other supervisor whose 
people are included in that group. 
Supervisors are urged to solicit the 
opinions of others served by that depart- 
ment’s workers. When these opinions 
are sifted, discussed and elarified, the 
worker’s card is marked opposite the 
most applicable printed description. 

The card is added to other cards of 
the rating group for that rating factor 
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Plan for Incentive Pay 


and an array is made with the lowest 
mark on the bottom and the highest 
crossmark on top (Fig. 2). The super- 
visors then inspect the result of their 
work, discussing the ranking of their 
men and women. Frequently changes 
are made to more effectively credit in- 
dividual ability of one person over 
another. When the judges are satisfied, 
the numerical score is determined by a 
method which averages the group re- 
gardless of the position of markings on 
the ecard. 

When we began experiments with 
merit rating, the 35 squares on each 
eard were assigned definite point values. 
This procedure resulted in certain de- 
partments securing much higher ratings 
than others because of varying interpre- 
tive degrees. Some supervisors marked 
their entire group high on the ecards, 
others marked them low. Able indi- 
viduals were penalized because of the 
difference in degrees of judgment. To 
correct this, each rating group was re- 


quired to average out the four rating 
factors to an arbitrary value of 100 
points per person, multiplied by the 


number of persons in the group. In a 
recent rating, individual final seores 
ranged from 72 to 150, but all seores 
averaged 100 after they were totaled 
and divided by the number of people 
rated. Likewise, the total score of each 
departmental rating group must average 
100 points per person. 

This procedure requires each rating 
supervisor to examine his group on the 
basis of individual difference. He is en- 
couraged to mark the cards on as wide a 
spread as possible, so that the truly out- 
standing people may be adequately re- 
warded. If he feels that all persons in 
his group are superior and marks his 
ecards accordingly, he will still have to 
determine the degree of superiority and 
thus assign a mid-point numerical score 
to the average person. 

The scoring itself is done after the 
position of the crossmarks has been 
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fixed and agreed upon for any specific 
rating factor (see Fig. 3). 

It is necessary to determine the mid- 
point of the array, which will result in 
the average grade of 25. An accurate 
mathematical procedure can be followed. 
First, assume that the bottom square on 
each ecard carries the number 1 and each 
ascending square increases by 1 until 
the top square bears the number 35. In- 
spect the cards and record the number 
of the square containing the X. Add 
these numbers for all eards in the group 
and divide the total by the number of 
cards. The resulting average is the num- 
ber of the square which corresponds to 
the average rating of 25. All Xs ap- 
pearing in that square are then scored 
25 and Xs above and below are scored 
accordingly. For instanee, an X two 
squares below becomes 23 while an X 
four squares above becomes 29. When 
the figures have been entered perma- 
nently on the ecards, the raters proceed 
to the next rating factor and repeat 
the process. 

In practice, supervisors may ask the 
personnel department to make the 
mechanical computations after the 
checkmarks are complete and prior to 
the formal reeording of the scores on 
payroll and personnel records. After 
recording, the checked and numerically 
graded card sets are given to the em- 
ployees who are encouraged to discuss 
their grading with their supervisors. 

Applying the numerical rating factor 
to the incentive cash payment is done 
mathematically. In general, if the eom- 
pany awards incentive compensation 
equal to 50% of the vearly payroll, a 
worker earning $1 per hour and receiv- 
ing an average merit rating of 100 
would receive normally an additional 50 
cents for each hour worked that year. 
Rating the supervisors themselves is 
done by executive personnel. Rating of 
officers is done by the company presi- 
dent. It is very difficult to apply any 
printed card to supervisory and execu- 
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name Mary Smith 
mame Cornelia Curtiss 
mame Morton Conrad 


name John Jones 


wame Tim Chen 


BM 629A 5M 4-51 
This is your merit rating for - - 


OUTPUT 
W Covers: 
(1) ene on the job, not 
t, tardy, or wasting time. 
(2) me out, not holding back. 
{3} Willingness to do any job available. 
(4) Teamwork and extra effort in case 
of absence of others or in emergencies. 


wamt Franklin Rhodes 
mame Jeffrey Lindsay 


mame Glenn Snapp 














pro- 
ductive, ~ilingy does anything pall on 





‘orker, very helpful in 





Fig. 2 








A group of merit rating 





cards arrayed in accord- 





ance with the location of 





the marks of individual 








workers. Here, Mary Smith 





has the highest mark and 








Glenn Snapp, the lowest. 





































































































tive work so these ratings are made more 
by personal judgment along guided lines. 

In the actual operation of our plan, 
normal ratings determined by the pro- 


cedure above may range as high as 120 
points. Certain outstanding individuals 
may be deserving of even higher ratings. 
Where this occurs, special recommenda- 
tions are made to a committee of vice 
presidents which approves the requested 
ratings. Points awarded over 120 are 
spread over the workers as a whole so 
that the average of that worker’s par- 
ticular department will not be affected 
materially. 

Supervisors have found it helpful to 


Tue Orrice—April, 1953 


keep records of the crossmark position 
on the card for each rated person. The 
averaging method may cause a constant 
erossmark, appearing opposite the same 
printed deseription, to have different 
numerical values in successive rating 
periods. As the employee usually re- 
tains his rating ecards, it is important to 
the supervisor to remember where the 
crossmark is placed so that consistency 
may be maintained. 

As employment turnover decreases, 
the skill of the workers should increase. 
This natural development narrows the 
spread of merit rating and may even- 
tually require redesign and rephrasing 








EM 620A 5M 4.51 
This is your merit rating for - - 


OUTPUT 
tt Covers: 
(1) Dependability; on the job, not 
absent, tardy, or wasting time. 

(2) Putting out, not holding back. 
(3) Willingness to do any job available. 
(4) Teamwork and extra effort in case 

of absence of others or in emergencies. 
This roting is done 


your deportment head jointly 
with Production Control in the shop and with other 
t heads in the office and J}. 











C rer nome dati A 1 

y P y pro 
ductive, willingly does anything required, 
excellent teamworker, very helpful in 
emergencies. 








| | | | | | | | name Morton Conrad 


Very dependable, on the job, does all 
the work he con, eager for other jobs, 
very good in teamwork and meeting 
emergencies. 





CTT TTL TT [| | om tam cneney 


16 
20 


Dependable, does not hold back, looks 
around for other jobs. Tries to maintain 
output by teamwork and extra effort 
when needed. 





LET TTT ITE MEET TTT] a comerse curtiee 
i) 


SQE5EL TRRPLERR OSES Gabeira 


Usually dependable and on the job. Does 
not hold back, does other jobs, fair team- 
worker. 





Occasionally absent, does a fair days 
work, will try other jobs and occasionally 
helps in emergencies. 





Wastes time occasionally and is absent, 
holds back some, unwillingly does other 
jobs when out of work and unwilling to 
help out in emergencies. 


|v 








TREURREESRERREES BRRERRRAR ERED SEES ee eat 


TUTE 


LUTTE 


ee 
LITE TTT TT 








LUTTE TTT 





























LPT ET LLL | seterer tincsay 


LUTTE TTT TT | et o2ene neve 





some time, holds back, goes home 
then do other work, or is often 




















Fig. 3 
Here is the same group of cards shown on page 9 after the scoring figures have been filled in. 


of the card to permit proper distinction 
between individuals. Management must 
be alert to explain this narrowing 
spread to rated individuals, as many 
may receive a lower numerical grade in 
successive ratings for crossmarks in the 
same or higher card positions. When 
normal turnover occurs, the entry of the 
inexperienced workers into the rating 
system should maintain a satisfactory 
spread. 

Most workers who receive a grade be- 
low 100 will be quick to criticize the 
system, but may endeavor to raise their 


10 


grade for better compensation. We have 
tried to emphasize to our people that 
our job evaluation program carefully 
ties their base pay to going wage rates 
in our community. The incentive com- 
pensation based on merit rating is in 
addition to that base pay. Regardless 
of the numerical grade assigned, the 
extra money is for extra effort and 
should be welcomed on that basis. 

If individual productivity is to be 
recognized and paid for, some system 
of merit rating is essential. The system 
must be safeguarded from abuse, care- 


Tue Orrice—April, 1953 








ron SIT-ABILITY BLAIR CHAIR 





Executive Swivel] Chair ; Executive Arm Chair 
No. 72-N No. 73-N 


Service Side Chair No. 56 


Blair Aluminum Chairs are ahead a 
mile in style—and as rugged as they A complete assortment of 


band B = f upholstery materials in a 
are handsome. Dut most important o wide range of colors. 


all is their superb “sit-ability”—built- [Seats the Business World | 
- comfort that reduces fatigue and Write for complete catalog of Blair 
increases efficiency. They cost no Aluminum Office and Reception Room 

more than ordinary chairs. Furniture 





BLAIR ALUMINUM FURNITURE COMPANY e@ MARIETTA, GEORGIA 
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CcOosTSs 
Cutinrrcr QUALITY 


ON YOUR MULTILITH OR DAVIDSON! 


TRY 10 DAYS FREE! 
1 invite you to try these devices in 
your own shop on our unconditional 
10-day money-back guarantee. 
Write TODAY for full information! 


JUMBO SHELL 


Run full-length solids 
without a break with 
this large-diameter 
auxiliary oscillating 
ink roller. 


VIBRA-ROLLER 


Get perfect distribu- 
tion of fountain solu- 
tion, run plates drier 
with this oscillating 
roller. 


VISI-GUIDE 


Run envelopes, small 
stock easily on Da- 
vidsons, Multiliths. 
Ends pile-ups, saves 
blankets, paper stock! 
Fits presses with 
Davidson Diagonal 
Feeders, 


MICRO-REGISTER 


Save up to 40% of 
registering time on 
1200 or 1250 Multi- 
liths with this easily 
installed stationary 
plate positioning 
wrench, It saves slips, 
misses, cuts stock 
spoilage! 


SPEE-DEE PLATEMAKER 


Cut your plate costs, — make 
your own top quality plates in 
10 minutes with this compact 
platemaker. Built-in automatic 
timer, easy, fool-proof 5- 
minute development. No dark- 
room needed. Uses pre-sensi- 
tized plates. 


Makes quality plates 
for Davidsons and 
Multiliths at a cost of 
less than 60c each! 
_— | 
SLASH MASKING, PRESS SETUP TIME! 


Mask negatives in two minutes with Base Line 
MASKING SHEET, pre-setting plate image within 1%” 
of correct position. 5 sample sheets FREE! 


Write TODAY, mentioning make and model press! 


LITHO ENGINEERING & RESEARCH 
3237 Eastlake Ave. Seattle 2, Wash. 





fully phrased and averaged out. Merit 
rating permits the employee to rise 
above any maximum limits placed on 
him by job evaluation programs, thus 
giving him opportunity to earn greater 
pay before he is eligible for promotion. 
Those workers who enjoy competition 
and truly wish to excel will find merit 
rating an opportunity and a challenge. 

To management, merit rating can be 
a helpful tool in guiding decisions on 
promotions and in finding personnel 
weaknesses which need correction. More 
important, it is an incentive toward ac- 
curate, high speed office production, with 
resulting effect on decreased overhead 
and better profits. 





How Office Executives Are Meeting 
The Shortage of Clerical Help 





Modern Equipment and Methods 


BETH CANNADY, Office Manager, 
Wichita Girl Scout Council, Inc., Kans. 

Being a service organization and sup- 
ported by the Community Chest we have 
had many problems, perhaps more than the 
average small office. In 1948 we started a 
plan of progressive purchasing of standard 
office equipment: electric mimeograph ma- 
chine, Addressograph, two typewriters, 
adding machine, steel desks, desk lamps, 
card and general files, metal lettertrays, 
typewriter tables with locks, metal stencil 
file, posture chairs. 

Although we have grown tremendously 
we operate with the same number of em- 
ployees we had three years ago. We do 
not have the turnover in personnel that we 
had in the past. We attribute these fac- 
tors to the best in office equipment, increase 
in salaries, careful selection of employees, 
benefits-retirement, vacation, etc.; good re- 
lationship-office and professional, compil- 
ing of office methods, revision of job dele- 
gations, policies and procedures; purchase 
of electric coffee maker and coffee periods, 
staff meetings, top notch executive director, 
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ouLant GoWrong 
ona 


WELL MADE 
COVER 

















When booklet covers ...in- Next time you’ve an offset du- 
struction books ... menus call _ plicator job to be done on cover 
for cover stock -—- and the stock — try Atlantic. You'll 
work’s to be done by offset find it a thirsty, workable 
duplicator — you can run into’ paper that turns out clean, 
trouble. But not if you use clear jobs time after time. 
Atlantic Cover. Atlantic Cover prints well, 
folds well and comes in a rain- 


The finish of some cover stock : 
bow range of attractive colors. 


is just too hard to “‘take”’ the 
ink. The result? smearing, For sample packets write 
offsetting, ink that’s still wet Eastern Corp., Bangor, Maine. 
weeks later. 





Castenn 


ATLANTIC BOND Funes PAPER 
A 


MADE BY EASTERN CORPORATION « BANGOR, MAINE 


THe Orrice—April, 1953 





Even your 
office boy 


champion 


...and he'll be one in 15 minutes if he 
counts on a Facit! 


The Facit calculator is of an entirely new type, versatile in all kinds of 
office work. Thanks to its easy-to-learn 10-key system, anyone can 
operate it in a few minutes. Besides, the Facit is so 

small and light— not much bigger 

than a telephone — that it’s easy 

to bring it with you wherever 

you need it most. 

The Facit is rustproof, 

dustproof and foolproof eee 

and you can calculate 

with one hand and write 

with the other 





AKTIEBOLAGET World's most exported calculator. 


ATVIDABERGS Made in Sweden 
INDUSTRIER 


FACIT INC., 500 FIFTH AVE., NEW YORK 36, N. Y. 


14 Tue Orrice—April, 1953 





office management 
office layout. 

I believe the scientific office management 
and good office equipment is the answer to 
the problem and NOMA is doing a won- 
derful job in promoting these factors. Small 
offices especially face this problem and I 
think this is a challenge to them. 


systems and proper 


Machines Improve City’s Paperwork 


MARSHALL BROMLEY, Chief Accountant, 
City of Abilene, Texas. 


I feel that the two main things which 
have improved our office services during 
the past three years were hiring more 
efficient personnel and the purchase of more 
modern equipment. The outstanding thing 
done in the water office was changing from 
the old book system ledger to an individual 
ledger account on each customer. For ex- 
ample, one customer's account for one year 
in the old book system appeared 12 times 
on 12 pages in a voluminous book weighing 
20 lbs. With the individual ledger system 
one card holds a customer's entire record 
for three years. Along with this new ledger 
system the City Manager purchased two 
modern National billing machines and two 
modern credit posting machines. Formerly 
the city had only one usable billing machine 
which was almost worn out and all credit 
postings were done by hand. 

Up until about two years ago the water 
office was short on personnel. We have 
found that in the handling of records and 
dealing with the customers of our utility 
which has a gross revenue of one million 
dollars per year, we cannot afford to 
pinch pennies on personnel. However, we 
make every endeavor not to waste. In the 
tax office, changes similar to those above 
have taken place during the past two years. 
The office has gone from the old book type 
roll which was done wholly on the type- 
writer to the modern unit ledger system. 
Under the old system a new alphabetical 
roll had to be made each year and all 
credit postings had to be done to this roll 
by hand. Under the new unit ledger sys- 
tem one ledger card is designed to carry 


the taxes on one piece of property for 16 | 
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Are your eediones 
forms still in 
the stone age? 


Do your typists still fumble with carbon 
sheets . . . waste time duplicating varicus 
records that can be done in one operation? 
Then you need SNAP 
’N PART —the fa- 

mous FEDERAL 

carbon - interleaved 
forms that save up to 
50% in time costs! 

FEDERAL is fa- 
mous for cost-cutting 
business forms and 
for swift, accurate 
service. 

Next time you 
need any kind of 
business form just 
send us a copy and 
we’ll promptly 
quote you prices that are probably 
lower than those you now pay. No obli- 
gation, of course ! 


~ % £% Se 
only FEDERAL makes -SNAP’N PART 


carbon-interleaved sets 


FEDERAL 





Business Products, wc. 


90 GOLD ST., DEPT. 4, NEW YORK 38 





HALF-BURN 


“Those Papers” 


SHRED THEM! 
& 


Be safe! In one simple, 
clean operation, 
SHREDMASTER 
paper shredders 
cut obsolete 
confidential doc- 
uments, etc., 
into long, thin shreds, worthless 
except as good packing material. 


And SHREDMASTERS pay for them- 
selves quickly! For complete de- 
tails, request Circular #4. 


THE SHREDMASTER CORPORATION 


203 Willoughby Ave. 
Brooklyn 5, New York 


| machines. 
| office to maintain controls on various sec- 
| tions of its rolls, not possible in the tax 
| office under the old tax roll system. With 
| the unit ledger system the roll is set up in 
| location order—by lot and block numbers. 
| The old book type roll being arranged 
| alphabetically lent itself to the omission of 


| modern Burroughs 





| ing what it was spent for was 
| through eight to 12 
| books consisting of approximately 5,000 
| vouchers. 
| receive most reports daily from different 
| departments. 


| years and all credit postings to this roll 


are done by machine. 

During the past two years the City 
Manager has purchased for the tax office 
two modern Burroughs billing and posting 
This new system allows the tax 


parcels of property. 
The accounting department during the 


| past two years has made a complete change 


from the manual hand accounting to ma- 
chine accounting. We have even gone to 


| machine accounting on the general ledger. 


I estimate that to provide the records 


| which we now have under the old system, 


would require at least 12 people com- 
pared to the eight we have. During the 


| past two years the City Manager has pur- 


chased for the accounting department two 
accounting machines. 


| This department makes a monthly budget 
| report, a copy of which goes to each de- 
partment. 
| which makes up this monthly report total 
| approximately six thousand. To make a re- 


The total number of figure items 


port of this nature on the typewriter or by 
hand would be impossible. The use of 
these machines with competent personnel 
has enabled us to maintain various sub- 
sidiary ledgers which we did not attempt 
under the manual system of accounting. 
For example we have subsidiary ledgers 


| on our water, sewer, street, fire, public 
| buildings, airport and school bond issues 
| which were voted in 1950, 
| ledger gives a separate account on each 
| job, unit, or project purchased from each 
| bond issue. 


The subsidiary 


Under the old system no sub- 
sidiary was maintained and when a bond 
fund was all spent, the only way of tell 
to dig 
months of voucher 


Our new system enables us to 


Many of the reports used to 
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- [xcculi VES... 


THIS is for YOU! 


THE ingot VOICE OF BUSINESS 


with the New EXECUTIVE STATION! 


EXCLUSIVE wITH KELLOGG 

. SELECT-O-PHONE, with the 
new EXECUTIVE STATION—and 
with automatic dialing and ring- 
ing—is the culmination of more 
than half a century of building 
the finest in communications 
equipment! . . . SELECT-O-PHONE 
handles communications between 
top executives and between de- 
partments. Independently of 


FELLOCE xz, 


An Associate of International Telephone 
and Telegraph Corporation 
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city telephone service, SELECT-O- 
PHONE relieves congested switch- 
boards of inside traffic—frees 
them for incoming and outgoing 
calls. SELECT-O-PHONE is auto- 
matic!...(In addition, the 
SELECT-O-PHONE privacy hand- 
set is included.) SELECT-O-PHONE 
will save you money and serve 
you better! Send coupon today 
for particulars. 
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SELECT-O-PHONE DIVISION, 
Kellogg Switchboard and Supply Co., Dept. 10-D 
79 West Monroe Street, Chicago 3, Illinois 


Please send complete information on Kellogg 
SELECT-O-PHONE Systems. 


NAME 

COMPANY 

ADDRESS ‘i 
ZONE 
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THe OFFICE 





be received weekly or monthly. There is 
no comparison between the merit of daily 
reporting and weekly or monthly reporting 
to the accounting department. 


Teamwork Policy is Best 


G. W. TISDALE, Secretary, Commercial 
Union Assurance Co. Ltd., New York 


The problem of recruits and keeping the 
office worker is realized to be of major im- 
portance, especially by insurance com- 
panies, mainly because of the intensive 
and specialized training necessary to ab- 
sorb office workers into our business. Over 
the years we have never faced the realiza- 
tion that there was other than the necessity 
for re-training the worker at the salary 
paid. In recent years with a dearth of 
applicants, we've had to face several pos- 
sibilities: more specialized training of the 
office employee, betterment of working con- 
ditions, weeding out the undesirable em- 
ployees, and merit grading of employees 
whereby their efforts can be realized in 


recognition. It is my opinion that most 
insurance companies realize that selection 
is very important and that when the em- 
ployee is hired some special consideration 
should be given to his welfare. He should 
be watched very carefully and guided in 
his future studies of the business so that 
there will be ample opportunity for him to 
advance. 

There have been a number of ways we 
have endeavored to replace our depleted 
ranks. We have tried the part-time worker 
and have encouraged the return of female 
employees who left the company to marry 
or raise a family. A letter was sent to all 
former employees classified by their former 
department head as good workers. The 
letter suggested part-time employment 
would bring them money which could be 
used to their benefit to secure the little 
things denied them ordinarily. We were 
moderately successful in the return of many 
of these employees, all of whom had been 
trained by us. They easily picked up the 
thread of their former work and now work 
on the basis of one, two or three days a 





HERE'S HOW TO GET — 


MORE LIGHT - 


LESS GLARE 


VERDEX COATING GIVES YOU GLARE REDUCTION WITH FILTERED LIGHT 
Send for free information 


You can make your offices more com- 
"a fortable and efficient by switching 
to Verd-A-Lite. 
| and plants throughout the country, 


Verd-A-Ray’s Verd-A-Lite fluorescent 


Proved in offices 


tubes and incandescent lamps with new 
Verdex Coat filter out the harsh glare of 
infra-red and ultra-violet rays providing 
your working spaces with softer, more com- 
fortable, color corrected white light—write 
today for the Verd-A-Ray story. 


Complete line of standard fluorescent colors available. 


VERD-A-RAY CORPORATION, 615 FRONT STREET, TOLEDO, OHIO 
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week or a part of each day or any ar- 
rangement most suitable to them. Many 
of these employees are on call when the 
shortage gets to a point where it’s beyond 
an ordinary solution. A situation of this 
sort can overload the payroll department 
with record keeping, but it is an emergency 
solution. 

Another approach is the training of the 
individual so that he or she fully under- 
stands routines, the purpose for which they 
are instituted and a broader concept of the 
business. Since 1938 we have operated a 
company school in which we indoctrinate 
the new employee, give a more concise 
knowledge of his job and a broader con- 
cept of the underlying principles in the 
policies we write. We also encourage, and 
pay in part for the further education of 
the employee in the School of Insurance 
sponsored by the Insurance Society of N. 
Y. We have proved to our satisfaction 
that the education of the individual is an 
important part of employee relations and 
a necessary adjunct to the operation of not 
only insurance, but other offices. 


with ° 
CONFIDENCE - - 
ASSURANCE 





Throughout the World 
FOR 40 YEARS 


One of the most important features of a 
personnel program is the adjustment of 
salaries to a level which reflects an ade- 
guate return for the money given. In this 
process the company’s interest is most vital. 
There must be a return of service given for 
amount paid. If the employee cannot see 
this, there should be a severance of rela- 
tionship. There is a middle road which 
indicates to all that both sides have rights. 
There is an obligation on the part of the 
employee to perform a full days’ service 
and upon the employer to look upon the 
employee as an individual to whom it has 
certain obligations. When an employee 
has given many years of service to the em- 
ployer, there is an implied obligation that 
the employee should be cared for during 
times of illness and provision made for re- 
tirement. Toward this end, many com- 
panies have revised their entire personnel 
policy and the one which is emerging is one 
of teamwork rather than selfish interest. 
Until this teamwork policy is followed, 
the situation will be unsettled, unstable 
and unsolved. 


Complete bank account protection from 
losses by check forgeries and alterations is 
assured by Safeguard Instant Checkwriters. 
A size to fit all types of checks. Write for 
free “Be Wise” folder today. 


SAFEGUARD CORP. 


LANSDALE, PENNSYLVANIA 
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FREE «7% OFFICE EXECUTIVES 


EAGLE-A’s unique new 


LETTER PLACEMENT GUIDE 


... helps your secretary improve the 
appearance of your letters! Slips into 
typewriter under letterheads... helps 
typist set correct margins and center 
every letter perfectly. Cuts down re- 
typing...saves time and paper. Write 
for your copy and free Sample Kit of 
Eagle-A Papers—use coupon below. 


Exclusive feature...with these fine boxed papers: 
EAGLE-A COUPON: 
BOND (100% Rag Extra No. One) 


EAGLE-A AGAWAM: 

BOND, ONION SKIN (100% Rog) 
EAGLE-A CONTRACT: 

BOND (75% Rag) 
EAGLE-A ACCEPTANCE: 

BOND (50% Rag) 


EAGLE-A TROJAN: 
BOND, ONION SKIN, 
MANUSCRIPT COVER (25% Rog!) 


EAGLE-A QUALITY: 
BOND, ONION SKIN, 
MANIFOLD (No. One Sulphite) 


EAGLE-A TYPE-ERASE: 
(Rag Content) 


CLIP THIS COUPON TO YOUR LETTERHEAD 
American Writing Paper Corporation 
Holyoke, Mass., Dept. 0-1 


Send your FREE Letter Placement Guide 
and Sample Kit of Eagle-A Papers: 

















for 
less active 1am 
records ¥ P|. 3 


wrong way 


Records thrown on shelves are hard to 
find, collect dust and take up 50% 
more room. 





SANITARY BASES 


LETTER SIZE $355 
LEGAL SIZE $435 


FOLLOW i @ ss ? 
BLOCKS vy xs ecaeane $240 


9O¢ ADDITIONAL 
Made for any size file 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N. Y. 








right way transfer to Pronto 


Records in Prontos can be located in Save money, transfer into low cost 
a jiffy . . . stay neat and orderly. Prontos and use your expensive cabi- 
Doubles your filing space. nets over again. 


storage files 


There is a size made for every office record. These Pronto 
files are sturdily built of 275-lb. test fibre board, reinforced 
with steel on the shell and the four corners of the drawers 
as well. They cost no more than ordinary files! Can be in- 
terlocked into solid units and stacked to the ceiling. Beauti- 
ful in appearance, finished in olive green to match your 
regular office files. Will last a lifetime. 





| 
| 
| 
| 
| 


Prices slightly higher in Texas, 
Colorado and West of the Rockies. 


PRONTO FILE CORPORATION 


285 Madison Avenue New York 17,N_Y 





for extra qualit y 


for extra reach 


Bostitch B5-18 ... for stapling over- 
size folders, reports, charts, promotion 
pieces ... the famous Bostitch B5 with 
a deep 18” throat. 


BOSTITCH” 


Bostitch B8R with attached staple re- 
mover... its a stapler, a tacker, a 
stapling plier... only $2.85. 


Bostitch B11... sturdy, chrome-plated, 
3-in-1 stapler with attached staple re- 
mover ... will staple 32 sheets of 16-lb. 
bond, 


Include Bostitch staplers and staples in 
your next order from your stationer... 
or phone Bostitch. 
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MODEL 201 
Popular because it can be used for 
adding and multiplying as well as 
for protecting cash . . . extremely 
low priced. 





MODEL 201A _ 


Upright Service Station Model 
Brand New ... has all the famous 


R. C. Allen protective features. 
Especially designed for operators 
who prefer the upright type cash 
register. 





MODEL 511 
Protects both stock and money. 


Designates merchandise or kind of 
service and attendant. Accumulates 
ote coke MT ME Colo] CMe} MiKo Coll Cola b emo) Mie [ols 
sold as well as money values. Han 
dles cash ond charge sales, re 
ceived on account and paid out 
Ide libtelaitolass 






R.C.Allen 


CASH REGISTERS 


designed to protect 


every business transaction in 


© service stations © drug stores @ clean- 
ers and dyers ® food stores ® liquor 
stores © supermarkets.© variety stores @ 
barber and beauty shops © department 
stores © and many more .. . 


designed fo sell with ease 


.: - all 16 R. C. Allen Cash Register models 
o bi the most in protection and infor- 
mation 


. .. all 16 are famous for “2 in 1” adding 
machine and cash _ register operation 
within one unit 


. . + and you can add new customers — new 
profits with our ne “partnership” 
discount 


. a 
Spring is HERE! 
Be ready to get your share of Service Sta- 
tion and Garage cash register business... 
most popular models are illustrated. PLACE 
YOUR ORDER NOW! 


R.C.Allen 


Business Machines, Inc. 


679 Front Avenue, N. W., Grand Rapids, Michigan 











Dependability is the basis of confi- 
dence. It is on this dependability 
that R. C. Allen Typewriter Dealers 
tely when selling the new R. C. 
Allen “Standard”. THEY KNOW 
that dollar for dollar, feature for 
feature the new R. C. Allen is the 
greatest typewriter value on the mar- 
ket. And once they have tried it, 
THEIR CUSTOMERS KNOW IT 
TOO! Treat YOURSELF to a gen- 
erous portion of this confidence by 
inquiring how YOU can become an 
R. C. Allen Typewriter Dealer. IT 
WILL PAY YOU TO KNOW! 


Look at these PLUS features of 
the new R. C. Allen typewriter. 














60 6 ras) 


5 5 
istdirsgia pitas 


au nas eaten MODEL 611 


(Six carriage 
widths available) 


Instant Sight-Set Margin 

The exclusive WONDER WIN- 
DOW lets you KNOW instantly 
that your margin is correctly set. 


Now is te time 
Now is the time 


| Now isthe time 
Now is the time 


+ 3 


less Time — More Lines 
The &. C. Allen “Speed Lever” 
lets you set new line in o frac- 
tion of the time needed by other 
stondord machines. 


Retyping Is Unnecessary 
“Error correction control” per- 
mits deletion of characters typed 
by mistoke or insertion of 
omitted choracters. 


+ « « OTHER R. C. ALLEN FEATURES 


@ Beautiful design 


@ Long life construction 


@ Automatic and manual ribbon reverse 
@ Ribbon feeds only when typing 

@ Tensionized card holder 

@ individual “Key-Action" tuning 


Cleaning Problems Ended! 

There's no dirt, no mess in 
changing ribbons and cleaning 
type on the R. C. Allen... 
ribbons, type ore fully exposed. 


Real Control Typing! 

The personalized key control 
lever lets you enjoy typing free- 
dom. You'll find the &. C. Allen 
tovch-teilored for you. 


Perfect Type Alignment 
Your typing looks like fine print. 
ing on an R. C, Ailen. Type is 
automatically aligned by the 
newly-designed segment ring 


Less Effort — Less Fatigue 

There's no “reaching” for the 
properly positioned R®. C. Allen 
carriage. Paper handles easier, 
there's less eye-strain. 


R.C.Allen Business Machines, Inc. 


679 Front Avenue, NW., Grand Rapids, Michigan 








CARBON PAPERS HECTOGRAPH 


Fratsicn is not just 
born. Upon markets as upon 
nations, it has to grow. 
Whereas, today, American 
business regards PANAMA- 
BEAVER Ribbons and Carbons 
as traditionally fine — 
they did not get that way 
all of a sudden. Rather, 
their prestige evolved 
through decades of careful 
planning and production. 
Their steadfast quality and 
staying properties merited 
-—and won—a fair repute 
which we shall guard, what- 
ever comes. No, you cannot 
buy tradition . . . yet it is 

Aol out b yours as a bonus, free with 
Sg // every PANAMA-BEAVER 
office YIU... purchase. 








PANAMA-BEAVER 
lobind Labia 


highest Quality y Coast to Coast Distribution 
; MANIFOLD SUPPLIES Co. 
188 Third Avenue Brooklyn 17, N. Y. 


SYMOMYN of 


tradition 





LOOK FOR QUALITY... 


when buying office supplies 





The seal of a Neenah Authorized Dealer tells you, first, where to 
find the finest boxed typewriter paper—But also, where you see Neenah 
you are likely to find other quality lines. The seal identifies a dealer set 
up to attract customers who want the best for their money. 


In Neenah Boxed Typewriter Papers they have a selection of 
Old Council Tree, Suecess, Chieftain and Neenah Bonds, containing 
respectively 100%, 75%, 50% and 25% new cotton fibers—the finest 
rag-content bonds made in America. Your work deserves these practical 
values in tub-sized, loft-dried writing and typing surfaces. 


Let the Neenah seal serve as your clue to quality! 


NEENAH BOXED 
TYPEWRITER 
PAPERS 


CLLD 


SWREMRITER PRRERS 


NEENAH PAPER COMPANY, Neenah, Wisconsin 
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The Olivetti Fully Automatic Print- 
ing Calculator offers these important 
advantages: a permanent record of 
all calculations and results on the 
printed tape; the features of a fully 
automatic calculator combined with 
high-speed, high-capacity adding, 
subtracting and listing; automatic 
credit balance and combined-opera- 
tions features; no specialized opera- 
tors required. These, plus versatility 
and trouble-free dependability, make 
it a profitable investment for most 
large and small businesses. 


Since its founding in 1908, Olivetti 
has become Lurope’s largest manu- 
facturer of office machinery, with 
plants in Italy, Spain, Scotland, 
Argentina and South Africa. Now 
420 dealers in the United States 
serve more than 7,500 businesses 
using the Olivetti Fully Automatic 
Calculating Machine. For informa- 
tion on Olivetti products available in 
the U. S., and demonstration on 
your own figure work, write to the 
Olivetti Corporation of America, 
Department C, 580 Fifth Avenue, 
New York 36, N.Y. 





yy 
Presenting 


Our Jth Anniversary Model 
the Voice-Master DISPATCHER 


A Low-Cost Combination Dictator-Transcriber 


e New Velvetone sound system 
e Built-in RCA oval speaker 
e More than twice as much time per disc 


In the five years since the first Voice-Master brought magnetic 
disc dictation to the business world, this correction-free system of 
handling letters, memos, and reports has proved to be the simplest 
to use . . . the most flexible . . . and the lowest in cost. Now 
the newly designed Voice-Master Dispatcher offers still greater 
efficiency to the busy executive and his secretary. 


Also announcing at this time... 
The Voice-Master Companion 
An optional transcribing unit cost- 
ing no more than a typewriter. 


MAGNETIC RECORDING INDUSTRIES 


“Pioneers in Magnetic Disc Dictation” 


30 Broad Street New York 4, N. Y. 
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Up, goes the volume of typewritten IBM 
work when you start using IBM 
Electric Typewriters. 


Up, too, go neatness, clarity, and of nite 
legibility. ypow 


Down, goes fatigue, with its slack- 
ened pace and costly errors. INTERNATIONAL BUSINESS MACHINES 


TRADE MARK 


For free demonstration and colorful booklet, write, 
IBM, Dept. OF-1,590 Madison Ave., N. Y. 22, N. Y. 
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“How we hated Friday... knocking ourselves out to clean up 
the week’s work. 

“Then the Marchant man showed us how much time a 
Marchant Calculator would save us. 

“It's so simple to run... the very first day we were turning 
out accurate work much faster than ever before. 

“Even though our figurework load is getting heavier, our 
Marchants keeps us out of that old end-of-the-week jam. 

‘‘Happy Friday to you all!’’ 


> 
N 


MARCHANT 


show you, on your own work, that MARCHANT is the: rs way | MARCHANT’S MANY 
simplest calculator to operate, yet delivers the highest: : wa ~EXCLUSIVE FEATURES 
figure output. Call him or mail this coupon with your ; 4 INCLUDE: 
business letterhead to get your FREE... 03 : ““Push-Button”’ 
Guide to Modern Figuring Methods 0 Multiplication 
illustrated Booklet about Marchant Caiculators CompleteThree-Dial Proof 


One-Hand 
Keyboard Control 

















just ahead lies the answer 
to office efficiency... 


Take the steps now that lead to any of the 
modern QUEEN plants in Chicago, Atlanta 

or Garden City where the nation’s most wanted 
and finest duplicating supplies are manufactured 
with care and understanding for the needs 

of today’s business firm. 


The most cordial of invitations is exterided to 
you to visit any QUEEN plant. By doing so, 
you're headed in the right direction for 
streamlined office operation and, of course, 
streamlined profits. 


1055 Stewart Ave., Garden City, N. Y. 


SS” 


Manufacturers of: 
e@ INKED RIBBONS e@ CARBONIZED ROLLS @ MASTER UNITS (PLAIN & PRINTED) 
@ CARBON PAPERS e@ SPIRIT & GELATIN CARBONS 


FACTORIES: GARDEN CITY, N. Y. © CHICAGO, ILL. e ATLANTA, GA. 
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This 


Revolut jonsze 


[Is The Combination 


» Your. 


That Will 


é 2p ; U 
Record-Keepius 


= are made to be kept—not 
just any old way, but neatly, accessibly, systematically, safely. The one 
sure method that meets this ideal is the combination of 


ACCO FASTENERS 
and ACCOBIND FOLDERS 


Acco-binding in Accobind Folders of fine 
pressboard is “the touch of perfection” 
in office filing. It rids your files of soft 
folders, scattered papers, loose and mis- 
laid sheets, It assures security, availability, 
system, proper sequence. It saves time, 
temper and money. 


Acco-binding can be used in every de- 
partment of your business—for temporary 


or permanent filing. Simply Acco-punch 
your correspondence and other papers, 
place them over the prongs of the Acco 
Fasteners in your Accobind Folders and 
be assured that “ACCO-bound papers are 
SAFE papers.” 


Why not settle now the vital matter of 
record-keeping in your office for all time? 
Start Acco-binding and see what it saves. 


All good stationers have Accobind Folders and Acco Fasteners (30 styles) for your every need. 


ACCO PRODUCTS, INC., OGDENSBURG, N. Y. 


In Canada: Acco Canadian Co., Ltd., Toronto. 
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You’re paying for an ideal system of record retention 
...why not get it—now? 


Every record properly filed and 
controlled ... every record safely 
stored for your needs and all legal 
requirements . . . every record pre- 
served, and conveniently indexed 

.all this you're paying for right 
now in one way or another. But do 
you actually have such a system for 
soundly planned, smoothly organ- 
ized Record Retention? 


Free Booklet Gives You a 
Yardstick of Performance 


A wealth of practical ideas accumu- 





You can “rent” experienced supervisors 
and/or complete office staffs from our 
Business Services Departments for rec- 
ord reorganization and other peak load 
assignments. 
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lated by Remington Rand in years 
of business systems leadership, is 
available to help you solve Record 
Retention problems. Much of this 
experience is condensed in our new, 
24-page booklet, “A Basic Plan...”, 
telling how to organize a retention 
plan and follow it through success- 
fully. For a free copy, call our near- 
est Business Equipment Center or 
write to Management Controls Ref- 
erence Library, | 

Room 1851, 315 

Fourth Avenue, 


New York 10,N. Y. 





These Important Items are | 





Duplicator Supplies 


Makers of Fine 
Carbons and Ribbons 
Since 1897 








Electric typewriters put carbon paper to a new test . . . in fact 
require special carbons, Carter offers these in all lines so that 
you can enjoy the efficiency of your favorite Carter brand with 
electric typewriters, as well as with standard typewriters. 


Carters § 
4 Mal, q 


ty ™ g HAND CLEANER D 
~ E ee 
& | Carters | 
A berbes. 
- WAND CLEANER 


Spirit vapor duplicators are becoming the “number one” method 
of office duplicating. Progressive office managers are giving more 
and more attention to the growing need for dependable duplicatin 
supplies. The Carter line of duplicating supplies is complete, an 
of course, tops in quality. 











With nearly a million electric typewriters already in 
use, and with spirit vapor machines rapidly dis- 
placing other types of duplicating equipment, users 


are faced with new problems. More than ever sup- 
plies must be fitted.to specific uses. 
Carter's thorough study of these new types of 


THe CartTER’s 


CAMBRIDGE 42, 











Needed in Every Efficient Office 


Ribbons, too, must be able to take the heavier pounding of these 
new machines. It’s not unusual to find ribbon usage in offices 
having electric typewriters from 50% to 60% higher than before. 
Carter’s electric ribbons are helping reduce this percentage. 


‘ 


Originally pioneered as a “special” ribbon, Carter’s Nylons are 
now available right through the line . . . in your favorite 


Nylon Ribbons Carter brand. Many offices have standardized on the famous 


Carter “Super Nylon”. Of course, all Carter Nylons are equipped 
with Silver-Tip ends to keep fingers clean. 


equipment has developed a simple, yet unusually 
practical and complete line of supplies for electric 
typewriters and spirit vapor duplicators. See your 
favorite stationer or office outfitter for help in select- 
ing the right Carter Carbons, Ribbons and Dupli- 


cating Supplies for your machines. 
§ up} y 


Ink ComPANY 


BOSTON, MASSACHUSETTS 





TEMPO ALL-ELECTRIC 
OFFICE PRINTER 


for speed—efficiency—beauty 


TEMPO FILM STENCIL 
will produce better copies 


than any other stencil, regard- T EM vO } x KS 


less of typewriter used for 
cutting 


Designed to produce beautiful copies 
and meet your specific requirements 


DO @eee@eeeeeoe7eeneeeeee8edeedee 
EM. WRITE FOR CATALOG showing complete 
ace vs Pav ore 


; Duplic: ; 
greece, _~ patra gama Stencils, 
DUPLICATING PRODUCTS 











MILO HARDING CO. 


434 W. Pico Bivd., Los Angeles 15, Calif. 
M i LO H A R D i N G Please send illustrated catalog 
COMPANY 


Established 1904 Name 
434 WEST PICO BOULEVARD, 


LOS ANGELES 15, CALIFORNIA 
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RU L ES FORMS ANY TYPE OF RULE OR LEADER 


and writes with real 


PRINTER'S STYLE 
TYPE FACES 


woe Al in one operation! 


With Coxhead DSJ Composing Machine 
you select from hundreds of distinguished 
type faces, 6 pt. to 12 pt. It automatically 
spaces each line to fit the desired wo | SY 
measure... and prints rules at the push of A") | (Ext 
a button. By setting composition on the a Oe BD 
Coxhead DSJ you’ll cut printing costs ae se I$ 
25% to 75% ...0n catalogs, office forms, VERTICAL TYPE, Too 
price and parts lists, booklets, etc. Com- 

position can be reproduced by multi-lith, a 

litho-plate, mimeograph stencil, etc. 








V2TO2PT. SCOTCH RULE 

















Just hold the button down and 
the DSJ will rule, dash, or dot a 
line to the exact length required. 


Produces copy for 
@ PHOTO OFFSET 

@ DIRECT PLATE 

@ STENCILS 

..and other processes, 


Ee eeapeadliiiceeenatiecceanittiaeiticensantiiaasaaie 


RALPH C. COXHEAD CORP. 
720 Frelinghuysen Avenue, | 
Newark 5, N.J. 


Please send me Vari-eTyper Bookle1 el 


Modern printing style type faces, in- 
stantly changeable, in all sizes from 
6 to 12 pt. Each face a complete font 
of upper and lower case with fractions, 
punctuation, ligatures and symbols. 

Body copy produced on DSJ Model. Head- 
lines photo-composed on the HEADLINER. 


THe Orrice—April, 1953 











— . 


“Yfalionals save us $125,000 yearly... 
repay their cost every year!” 


—HOLLAND FURNACE COMPANY, Holland, Michigan, 
“World's Largest Installers of Home Heating Equipment’’ 





“We depend on 36 National Accounting Machines for all the - pm dine prey the Notlonsl <M 

accounting of our home office and our 500 company-financed ‘©™ adapted to your needs. iva 

: . Spe - tionals soon pay for themselves, 

branches. Our Nationals permit such flexibility of operation on many jobs do up to % of the 

that Accounts Receivable, Sales Analysis, Stock Records, work automatically! <a ane 

+ . = . ooh nearvy ational representative to- 

Salesmen Accounts, Branch Income and Expense Analysis, dey. Gen ow Quah send we 
Branch Payrolls, Individual Branch Records, Factory Payroll 


with the National System. 
and other records are processed daily and with great economy. 
**And National Machines’ remarkable 
simplicity of operation makes it easy 
to train Operators—and easier h/ 
to keep them happy!” Dphh a 


Secretar) ACCOUNTING MACHINES 


ADDING MACHINES + CASH REGISTERS 


- 


THE NATIONAL CASH REGISTER COMPANY, payron 9, oHI0 
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THE IMPORTANCE OF 
USING MATCHED SOLUTIONS 
AND SUPPLIES 


Offset lithography is, to a large extent, a 
chemical technique. The chemicals and solu- 
tions used are, therefore, extremely important 
to satisfactory end results. The first require- 
ment, then, is that your chemicals and solu- 
tions be of the very finest quality. The second 
is that they be uniform . . . the same from 
month to month. . . and can be depended 
upon to produce the same results each time 
used. And the third requirement, which is 
perhaps most important, is that your solutions 
Operate as a “team”, working together har- 
moniously, each complementing and aiding 
the work of the other, for consistently fine 
results. In many cases it has been demon- 
strated that when solutions of different makes 
are used together, difficulties may be encoun- 
tered, since the nature of the ingredients may 
cause one or both to react unfavorably. 


It is also well to bear in mind that the cost 
of supplies and solutions is only a very small 
fraction of the total cost of producing a 
printed piece. It is obvious, therefore, that a 
few pennies saved by the purchase of an in- 
ferior solution is false economy. 


Davidson solutions for offset lithography 
are the result of years of continuous testing, 
experimenting and development work in our 
own laboratories. Only the finest materials 
are used and high uniformity is achieved by 
strict laboratory supervision. As a result of 
this uniformity an operator can acquire skill 
and maintain high standards of excellence in 
his printing without being plagued by varia- 
tions and inconsistencies. 


Along with this uniformity, Davidson Lab- 
oratory Controlled Solutions are specifically 
compounded to be used together. For exam- 
ple, Davidson Inks are best regulated by 
Davidson Damporite because a fountain solu- 
tion correctly prepared with Damporite is 
just strong enough to keep the non-image 
areas clean during operation, but not so 
strong as to attack and weaken the image. 
For the user, it means more impressions per 
plate, more impressions per pound of ink, 
and greater fidelity of color. This correlation 
is found throughout the entire Davidson line. 


No matter what kind of offset press you 
use, you'll find it good business to standardize 
on Davidson solutions and supplies. The 
Davidson line is complete and includes every- 
thing you need for producing the finest in 
offset reproduction. 








Davidson 
Laboratory Critrolled 


SUPPLIES 


FOR ALL OFFSET MACHINES 


MATCHED 


for consistently fine results 


Carefully compounded of the finest mate- 
rials to provide genuine “teamwork” 

each complimenting and aiding the work 
of the other for top quality results. 


DAVIDSON INKS. reas specifically for 
offset printing . n be depended upon 
for full coverage i ielivonas and solids. 
_ to use without doctoring. Black and 
colors. 


DAVIDSON DAMPORITE (Fountain Etch). 
Absolutely safe... non-chromic. . . con- 
centrated, Simply add. distilled water and 
it’s ready to use. Preferred for use with 
all types of offset plates. Quarts and 
gallons. 


DAVIDSON ETCHORITE (Plate Etch). Finest 
quality ... ready to use... preferred for 
all zinc, aluminum and other metal plates. 
Safe . . . non-chromic. Quarts and gallons. 


These are but a few of the Davidson 
family of MATCHED solutions and sup- 
plies. Be safe... be sure. . . be sensible 

. specify Davidson every time. See your 
nearest Davidson Sales and Service Agency. 


DAVIDSON CORPORATION 


A SUBSIDIARY OF MERGENTHALER LINOTYPE COMPANY 


1036-60 West Adams Street, Chicago 7, Illinois 











industrial leader said this some 
years ago; it is even truer today. What 
does it avail you to keep a record but 
get no real benefit from the valuable facts 
it contains? The application of knowledge 
guides business to greater profits. Your 
records contain the knowledge—Acme 


visible equipment enables you to apply it! 


THERE ARE SIX DISTINCT 
TYPES OF ACME VISIBLE 
SYSTEMS EQUIPMENT 
AND EVERY ONE IS A 
REAL TIME SAVER 


gee none 


ACME VISIBLE RECORDS, INC. 


GENERAL OFFICES: CROZET, VIRGINIA 


Representatives in Principal Cities 








EASIER TO USE! COSTS LESS! 


(9/0 W-2 FORMS ror 1953 








return for 1953. SEE OTHER SIDE. 





| *If your wages were subject to F.LC.A. taxes, 
but are not shown above, your F.1L.CA wages 
are the same as wages shown under “U. S. 
INCOME TAX WITHHOLDING INFORMA. 
TION,” but not more than $3,600. 


oO &: K Forms Company 








A SIMPLE “SNAP-OUT” MOTION INSTANTLY SEPARATES FORMS & CARBONS 


Original and Duplicate Remain Attached Without Carbon. 


6 SETS TO A STRIP ‘fdotons atoe 


CARBONIZED IN QUADS, er’s imprint can be shipped within a few days — 
QUINTS AND SEXTUPLETS hoe oO Pe ; 
Tailor-made so that Federal, 

City and State Forms can be 


prepared in one operation. | i MPO RT A NT: 


e 5- and 6-part forms in- i as 
clude special copies for = __ Write today for schedule of 


various states and cities. 


Special 5-part forms for 
New York and North 
Carolina include 1.B.M. 
Cards required for those 
states. 


WE GUARANTEE 
That our W-2 Forms will be 
acceptable by the Treasury 
Department until January 


Be i cueraiet 1619 WALNUT STREET 
change we will overprint 


or replace AT NO CHARGE PHILADELPHIA 3, PENNA. 


to you. 


S-K AND CAHILL LABOR SAVING ACCOUNTING FORMS 
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DEALERS! Why not sell the only 


card index addressing system that is available to Dealers? 


Harmon P. Elliott 
143 Albany St. 
Cambridge 39, Mass. 


FRONT 


An Elliott address card is actually 
also an index card, and a file of Elliott 
address cards can therefore be kept up 
to date and in alphabetical order at 
all times. 


We supply this simple clamp that 
snaps over the platen of any type- 
writer, 


Then the address cards are inserted 
and turned into typing position. With 
the ribbon ‘‘ON”’ they are indexed 
and with the ribbon ‘‘OFF’’ they are 
stenciled. 


Then they are filed in sectional steel 
filing cabinets exactly like index 
cards, and you can add sectional 
cabinets as your list grows. 


41 


Elliott address cards are inserted in 
this $50.00 Elliott addressing ma- 
chine by the trayful. 


Each time the lever is pout, a dif- 
ferent address is printed. 


a 
ate 


And the address cards are removed 
from the addressing machine in the 
same way. 

Hundreds of Office Equipment Dealers are 
now selling the Addresserette. 


. ADDRESSING 
MACHINE CO. 
Dept.B,199 Albany St., Cambridge 39, Mass. 
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Monroe Calculator—Hand ond 
electric models; 8 and 10 columns; 
famous for simplicity and ease of 
operation, no training needed. 


Monroe Adding Machine —Hand 
ond electric models; 8 and 10 
columns; narrow and wide car- 
rioges; with and without credit 
balance; Grand Total models. 


for the dealer who 
holds these cards 


Monroe gives you the top cards in business machines! 
The long-established Monroe name has a prestige 
that sells hard for you. In addition, the Monroe line 
has a host of exclusive features that make selling easier. 

And for the greatest profits, Monroe not only gives 
you the widest line in the business but one of the 


best margins. 


Cash in on this Opportunity! sesciitniitiiadtelinaaamaee 


Mail the Coupon Today! Tell me how | can cash in with the popular, fast-selling Monroe line. 


CALCULATING AND ADDING MACHINES 


STREET......... 
MONROE CALCULATING MACHINE COMPANY, INC. 


Deoler Sales Division, Orange, N. J. 
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LIBERATOR MODEL 200 
$9 64. 5O iris cece 


FRONT PAPER STOPS 
Guarantees Hairline Registration 
AUTOMATIC ROLLER RELEASE 
Prevents Inking of Impression Roller 
OPEN CYLINDER AUTOMATIC DUAL 
BRUSH INKING 


Assures Even Distribution of Ink 


EASY TO OPERATE 


Minimum Number of Adjustments 


the ideal duplicator for system forms etc., as 


SPEED-O-PRINT CABINET $57.50 


Ideol base for your duplicator of heavy gouge steel that 
is dust ond vermin proof. Two 12 inch pull out leaves to 
occommodate machine and poper. Adequote storage space 
for stencils, inks ond other duplicating ond office supplies 


Avoilable in Futuromic Grey or Ebony Black finishes 


reproductions are always in the same position on 
every copy. Half ream feed table capacity. Ac- 
commodates stock from 3 x 5 to 9 x 14 inches. 
Modern Design, Sturdy, Precision Construction. 
Quickly reproduces anything that can be typed, 


drawn, traced or photographed on a stencil. 
Available in Futuramic Grey or Ebony Black 
finish with trim in Chrome. 


CLOSED CYLINDER AUTOMATIC DUAL BRUSH 
INKING at $20 Extra. 


A WIDE RANGE OF DUPLICATORS 
TO MEET ALL REQUIREMENTS 





Other SPEED-O-PRINT Daptccators 


LIBERATOR *Wlodel 50 $295° 
**WYlodel L-P $5950 
**Uede "L" $695° 

LIBERATOR '* Alodel 100 $1Q95° 


(Plus Excise Tox) 
*POSTCARD TO 6 x 9% SIZE **POSTCARD TO LEGAL SIZE 


Wetle FOR OUR DEALERS CATALOG 


1801 W. LARCHMONT AVE. * CHICAGO 13, ILL. 
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Smead; 
TELL-I-VISION 


REG. V. $. PAT. OFF. 


SYSTEM files 5 ways 


JANUARY OFFICE SUPPLY 


—s KANSAS — . -_ | 


Reads like a book, from left to right. 
Grows as needed. 


THE 
Smead MANUFACTURING CO., INC.-HASTINGS, MINNESOTA 
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LANKETS 
LERS AND B 
MERCURY-LITH RODD TTT machines 


for Mult 


¥-GRAPH ROLLERS 


nes 


MERCUR h duplicating mdchi 


for MultigroP — 


The extra mileage you get on these extra 

durable rollers and blankets makes them the smartest 
investment you can make in equipment. They're 
guaranteed to outlast and out-perform any 
accessories you've ever used—because they are 

built of the same materials and by the same methods 
as the rollers and blankets used on the 

world’s largest commercial printing presses. 





RAPID ROLLER COMPANY 


D. M. RAPPORT, Pres Federal at 26th Street CHICAGO 16 
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OFFICE 
MACHINE 
STANDS 


GENERAL SPECIFICATIONS: 


Frame 24'2" wide, 1794" deep, sim- 
ple elevating device. 3’’ diameter 
casters. 1” steel tubing. When in 


rolling position, distance between 


casters 25% depth x 1912” width. 
Top 18x18’. Drop leaf attachable 
either side 16x18”. é 


Adjustable Ball Foot as- 
sures stability on uneven 


Shown with the IBM (20” carriage) 2 floor 
ELECTRIC TYPEWRITER * 


GENERAL FEATURES: 


Tusco stands can’t capsize. They will Constructed to carry weights far in 
nto} Ml olgohi-Wam Olge) oM(-toh me lol -t MeliM-ii ali excess of typical machines. Life time 
side. Exceptional operator comfort. service guarantee. 


TUBULAR SPECIALTY MFG. CO. 


1940 Stanley Avenue Detroit 8, Michigan 


ESTABLISHED 1921 








ancer 
strikes 
lin 5 


Your gifts to the American Cancer Society help guard those 
you love. 

Your dollars support research in a hundred laboratories 
and universities . . . spread life-saving information .. . ease 
pain and suffering . . . provide facilities for treatment and 
care of cancer patients. 

It is a sobering fact that cancer may strike anyone to- 
morrow: strike back today with a gift to the American 
Cancer Society. You may mail it, simply addressed 


CANCER, c/o your local post office. 


American Cancer Society 





yb ulle 


MONROE 
Adding - Calculators 


Here’s a fine chance for wide-awake dealers to 
pick up a nice profit by stocking these universally favored 
calculators. All models and capacities—entirely rebuilt by 
experts and in tip-top operating condition—are available 
in limited quantities. Rebuilt Monroe Adding-Calculators 
are in demand. Dealers who want them should write now 


for full information and prices. 


CALCULATOR EQUIPMENT CORPORATION 


Orange, New Jersey 
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... CONTROL IT! 























It's here! A low cost,, 
semi-automatic 


addressing 
machine 


If you mail repeatedly to 50 or more names, Prints from typewritten paper roll 

here’s a machine that can do the addressing 

faster, cheaper, and with less work for the 

operator, than any other addresser made today. 
Like previous Weber Addressers, the Model Addressed piece automatically 

A-3 requires no plates, stencils, ribbon or ink. thrown into 

It prints from a typewritten paper roll which _ receiving 

is easily prepared and can be used up to 100 = troy 

times. As the roll prints, it is advanced auto- 

matically so that each name and address is See what 

mechanically moved into printing position. you're 

And after your envelope, card or folder is Printing 

addressed, it is automatically thrown into a % you 

receiving tray. Has an addressing speed of Print #t 

1500 to 2000 pieces per hour. 


Names are automatically moved 
into printing position 


Send for Descriptive Folder i weber addressing Machine Co. 
and Name of Nearest Dealer 274 West Central Rd., Mount Prospect, Ill. 


Send descriptive folder on your new Model A-3 
Addressing Machine and nome of nearest dealer. 


Weber | | =. 


| ___Zone___State 











ee 





Addressing Machine Co. Mount Prospect, Ill. 
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Next time you receive a box of bond 
envelopes lift the lid and look for 


the GRIP-QUIK insert. You'll find 


it in every box of bond envelopes 
manufactured by United States En- 
velope Company — 84 brands in all! 


What is GRIP-QUIK? 

GRIP-QUIK is a special U.S.E. 
laboratory-developed seal flap gum 
that really seals bond envelopes. 
You don’t have to take our word for 


ox UNITED STATES 


it — try it yourself. The insert tells 
you how to prove in one minute 
that there’s no sealing problem with 


GRIP-QUIK. 


Just look under the lid. Make the 
test. Then you'll know why GRIP- 
QUIK gummed envelopes are the 
quickest-sealing, surest-sealing 
bond envelopes you can buy. e-1az 


ENVELOPE COMPANY 


4 
( ist ) SPRINGFIELD 2, MASSACHUSETTS 


14 Divisions from Coast to Coast 
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Now...a really small, low-cost 


Folding Machine! 


Hand folding is high cost 
today, whether the jobs be 
small or large. To save time 
and cut costs, more and more 
Offices are being equipped with 
folding machines. This new 
Pitney-Bowes FH will handle 
such jobs easier, faster and 
with less waste than hand 
folding... It takes less than a 
minute to set for any job—just 
move two knob indicators to 
the widths of the folds wanted. 
And anybody can learn to use 
it in a few minutes. 

The FH is semi-automatic 
but electrically driven... 
makes two folds at once, can 
doublefold standard letter size 
sheets up to 5,000 per hour 
ten times as fast as hand 
folding! Makes eight different 
basic folds, and _ handles 
various weights and finishes 
of paper in sheets as large as 
814 by 14 inches, and as small 
as 3 by 3 inches. 


@ The FH is 


and costs little more! 


PITNEY-BOWES 


little 
larger than a typewriter 


Scarcely larger than a 
typewriter, the FH costs but 
little more! Needs little space, 
is easily carried to wherever 
it's needed. Soon pays for 
itself. Ask the nearest PB 
office to show you the FH, 
and its big brother, the FM— 
or send the coupon for free 
booklet. 


Easy! "old a sample sheet as 
you want it, then measure the 
width in inches of each fold on 
the metal rule, then... 


Move indicator knobs on the 
inch scales to set the FH for the 
wanted widths of the first and 
second folds, and it’s ready to go. 


PITNEY-BOWES, INC., 


Folding Machines 


Made by Pitney-Bowes, Inc... originators 
of the postage meter. ..93 branch offices, 


with service in 199 cities. Firm 


Address 


1; 

l 

I Name 
i 

I 

I 
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458A Pacific Street, Stamford, Conn 
Send free booklet on Folding Machine to: 








e@ Cutscostsup to15%. 

e Speeds purchasing 
procedures. 

e Requires only one 
form. 

e Eliminates transcrip- 
tion errors. 


e Reduces forms inventory. 
e Every copy an original. 


Wherever paper work requires more than one 
legible copy, a Colitho Business System can 
be used to speed the operation, eliminate 
transcription errors, and cut clerical costs. 
Colitho paper offset duplicating plates, plain 
or pre-printed, can be incorporated in single, 
multiple part, flat pack or roll forms. Colitho 
Business Systems provide for variables and 
blackouts, deletions or additions. Partial in- 
formation can be added at any time. All busi- 
ness paper work lends itself to simplification 


Name. 


Colitho Division, COLUMBIA R1iBBON & CARBON M&gG. Co., Inc. 
604 Herb Hill Rd., Glen Cove, New York 


Please send information about Colitho and Ready-Master 
Business Systems. 


Our duplicating equipment is: 


CAN REDUCE YOUR 
COST OF HANDLING 
PURCHASE ORDERS 








through a Colitho System.* Regardless of the 
kind of business you are in, Colitho Systems 
offer time and money savings in purchasing, 
manufacturing, distributing, selling, billingand 
accounting. For more information, mail the 
coupon attached to your business letterhead. 
*Where spirit duplicating equipment is used the 
same results can be obtained with a Columbia 
Ready-Master System. 
Colitho Division 
COLUMBIA RIBBON & CARBON Mra. Co., Inc. 


Offset] Spirit TF 





OFFSET DUPLICATING 
Company. 





PLATES AND 


Address, 








SUPPLIES 


City. 
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Workers’ 
Compensation 


Marimum Maximum 
percentage Maximum period payments 
of wages per week 


WN. ort 300 wi $23.00 | 


Alaska a Period ¢ ‘t ‘ait 


Arizona 433 week ; "450.00 | 


Arkansas... __. 450 om : 25.00 


California 4 240 weeks... 35.00 


Colorado RA: 50 | Period of disability. 28.00 
Connecticut. __. ‘ 780 weeks 36.00 


Delaware _. ace Period of disability. 30.00 | 


Dist. Columbia... ee 35.00 


Florida... 60 350 weeks. . ‘ 35.00 | 
Georgia , x 24.00 | 


Hawaii. 662/, Period of disability 35.00 


Idaho 55-60 400 weeks; thereafter  $20.00-37.00 | 


$10 per week ($12 if 
dependents). 
. Minois 75-9114 Period of disability 
Indiana 60 weeks 
lowa __. 300 weeks... 
Kansas. 60 416 weeks _. 
Kentucky 520 weeks. . 
Louisiana 300 weeks... 
Maine 3 500 = Te 
Maryland : 312 w 
Massachusetts... _. Period of of ‘ity 
Michigan. _. 500 weeks... 
Minnesota 310 wails 
Mississippi 450 weeks 
Missouri 662, 400 weeks 30.00 
Montana 300 weeks 21.50-27.50 
Nebraska 300 weeks; thereafter 26.00 
45 percent of wages, 
maximum $20. 
Nevada 433 weeks : 24.23-34.62 
New Hampshire 300 weeks 30.00 
New Jersey, —— 2 30.00 


New Mexico. __ 60 © 55C w 30.00 | 


New York a Period of . ‘ity 32.00 
North Carolina. 400 wee! 30.00 
North Dakota... Period “I “disability 25.00-42.00 


Ohio 312 weeks 32.20 | 


Oklahoma 662, 300 weeks; ma be ex- 25.00 
tended to weeks. 


Oregon. Period of disability. 25.38-45.00 | 
30.00 


Pennsylvania 700 weeks 
Puerto Rico 50 104 weeks 
Rhode Island 1,000 weeks 
South Carolina... __ 500 weeks 
South Dakota __. 312 weeks. . 
é 60 300 weeks. 
401 weeks__ 
313 weeks 
260 weeks 
Virginia__. 


500 weeks 25.00 
Washington _ : Period of disability . 23.08-42.69 
West Virginia... 156 weeks 25.00 
Wisconsin. ‘ 70 Period of disability 37.00 
Wyoming - do 21.23-43.85 
United States: 

Civil Employees 662-75 do 121.15 

Longshoremen___ 662, do 35.00 


$30 plus $2.50 for each total dependent 


U.S. Dept of Labor } 


Workmen's compensation benefits for tempor- 
ary total disability in all states as of Dec., 
1952. Laws are compulsory or elective. Where 
compulsory, employers covered must pay 
benefits. Whera elective, employer rejecting 
act is subject to common lawsuit without de- 
fense of worker's negligence or assumption 
of risk. Usually employers can buy insurance. 
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PIN-POINT CORRECTIONS... 
Eliminate 
Expensive 
Re-typing 


@ Sharpens like a pencil 


@ Erases single letters 
without blurring 


® Won't abrade or 
roughen paper 

@ Makes corrections on 
originals and carbons 


Next time you order, be 
sure to specify SINGLEX! 
You'll save time, money 

and typists! 


No. 10— 
both ends 
sharpened 


No. 1007 — 
with brush 


EBERM! 
FABER 


since 1849 


TRADEMARK REG. U.S. PAT. OFF. 


VOU ND Ta 


SINGLEX 


RRR 





How to make a good impression 


in a 10-second appointment! 


One sure way is to have your letters (your most 
important line of communication) typed on 
a Remington Electric Typewriter. You will 
find letters typed on a Remington Electric 
stand apart from all others. Their sharp, dis- 
tinctively-uniform printwork commands instant 
attention, looks \MPORTANT, sells you and your 
company on sight. Like proof? See a free 
demonstration today. 


Memington. land 


THE FIRST NAME IN TYPEWRITERS 


For free demonstration or booklet ‘‘Take aLetter’’ (RE 8499) write: Remington Rand, Room 1850, 315 Fourth Ave., N.Y. 10 
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Student Scrapbook Proves that 
Scientific Office Management 
MAKES SENSE 


HERMAN LIMBERG 


Chiet, Training & Education Section, Division of Analysis, Bureau of the Budget, 
New York City. 


Lecturer in Management, City College School of Business & Civic Administration. 


Ii most interesting challenge which 

a teacher of scientific management 

encounters is contained in the sim- 
ple question, “But is it practical?” 
Although the impulsiveness with which 
the neophyte asks questions on the first 
day diminishes considerably as the 
course progresses, his skepticism is a 
factor which the teacher must eventu- 
ally dispel. Doubts concerning the prac- 
ticality of the principles and techniques 
of scientific management generally are 
attributable to the student’s exposure 
to situations in which business opera- 
tions were conducted without benefit of 
planning, direction and control. The 
longer the exposure, the greater the 
doubts. 

Text books and elass discussions are 
essential and effective in molding the 
trainee’s viewpoint, but they must be 
supplemented by training media which 
will facilitate acceptance and establish 
practicality. Such media must meet 
the test of simplicity, familiarity, eur- 
reney and credibility. 

Newspapers and periodicals which 
report news and events of current in- 
terest meet the test and provide an edu- 
rational facility of tremendous value. 
In the field of management, which en- 
compasses all phases of human activity, 
even the sports and comic sections of- 
fer pertinent examples. Since these 
publications deal with stark reality, 
with occurrences of yesterday and to- 
day, there can be no doubts of their 
practical significance. If, then, it is 
shown that the daily newspapers and 
current periodicals embody in their 
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contents the principles of scientific man- 
agement as presented in the text books 


and diseussed in class, it should be 
fairly simple to convince the student, 
as it invariably is, that “this stuff makes 
sense.” 

To achieve this pedagogical victory, 
the author has, for many years, re- 
quired his students and trainees to sub- 
mit as a term project a Management 
Serapbook, which must meet the fol- 
lowing specifications: 

1. For each chapter in the assigned 
text book there must be at least one 
current article. Articles selected must 
be limited to those published during the 
semester. Newspapers are the preferred 
sources, but magazines and trade jour- 
nals may be used for supplementary 
materials. 

2. Each article included in the serap- 
book must be accompanied by a sum- 
mary of its contents, citation of the 
pertinent textual information (inelud- 
ing page reference), a brief comment on 
the relationship between the article and 
the text reference, and the source and 
publication date of the article. 

3. Arrangement of the contents of the 
scrapbook must follow the same se- 
quence in which the subject matter ap- 
pears in the text book. At the top 
of each page the pertinent chapter head- 
ing should be shown. 

4. The serapbook should also con 
tain a foreword explaining the pur- 
pose of the work, method of compila- 
tion and the benefits realized; and a 
table of contents identical to that of 
the text hook, but with page references 
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keyed to the numbers of the scrapbook 
pages on which related articles ap- 
pear. 

5. Size of the serapbook should be 
8144” x 11”. Articles may be pasted 
or stapled on the pages, for which plain 
white bond paper should be used. In- 
formation accompanying the articles 
must be typewritten or neatly lettered. 
The serapbook should be adequately 
bound to present an attractive and 
easily handled volume. 

6. Criteria for evaluating and grad- 
ing the serapbook will include scope 
and comprehensiveness of coverage, 
adequacy of interpretation of the se- 
lected articles in relation to textual 
references, and neatness of arrange- 
ment and presentation. 

Compilation of the scrapbook should 
begin on the first day of the semester 
and continue daily thereafter until date 
of submission. The student can greatly 


Three sample pages from an office manage- 
ment scrapbook. The clipping on the page be- 
low is a news item on a talk which appears 
on page 98 of this issue of 

THE OFFICE. 
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facilitate his work by preparing a folder 
or envelope for each chapter of the text 
to house his clippings. Before filing, 
the articles should be attached to a sheet 
of white lesser-size paper, on which the 
required summary and comments should 
be noted. Sinee many of the articles 
may appear before the pertinent sec- 
tions of the text have been read, it will 
be necessary to review the folders or 
envelopes as the text is read to modify 
arrangement or add to the comments 
and annotations. The student need not 
restrict his selection of articles to those 
related to sections of the text he has 
already read, but should compile all ar- 
ticles as they appear if they bear upon 
any phase of management and admin- 
istration and review them as _ textual 
reading progresses. 

Several days prior to the date for 
submission of the serapbook, the stu- 
dent should review all of his material, 
arrange it in final form and complete 
it in accordance with the foregoing 
specifications, 

Preparation of the serapbook as a 


planned and systematized project will 
spread the work entailed over a period 
of ten or twelve weeks and thus prove 


to be a simple assignment. If fulfill- 
ment of the assignment is postponed 
until shortly before the submission date, 
it will assume tremendous proportions, 
become a burdensome task and fail to 
accomplish its objectives. Thus the 
need for planning, organization and 
systemization of the work will in it- 
self provide significant experience and 
test the student’s appreciation of and 
ability to apply the principles of scien- 
tifie management. 

The scrapbook project should pro- 
duce many desirable results. It should 
induce the student to read and evalu- 
ate current events as reflected in news- 
papers, trade journals and magazines, 
as well as the assigned text book. It 
should also provide a certain amount 
of training in writing which is involved 
in the recording of summaries, inter- 
pretations, ete. Furthermore, upon com- 
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pletion of the project, the student will 
have developed his own text book 
which will enhance his appreciation 
of all text books and provide him with 
an effective medium for reviewing the 
contents of the course. Since the serap- 
book assignment is adaptable to other 
courses of study, its consideration by 
teachers and instructors in other fields 
is recommended. 

Newspaper and magazine articles 
also provide information and data of 
interest and value to office executives. 
Compilations of such literature are often 
maintained in the office for the pur- 
poses of future reference and research. 
While serapbooks may be used in the 
office, they frequently become too bulky 
and unwieldy and prove inadequate for 
housing brochures, pamphlets and man- 
uals which are often accumulated for 
study. 

The author has found through experi- 
mentation with several systems, that for 
the office executive the simplest and 
most economical means of compiling 
literature is the subject file. A folder 
is prepared for each subject and in it 
are filed all material pertaining to that 
subject. Generally, a legal size folder 
best serves the purpose. The subject 
title is noted at the top of each piece 
of literature before it is placed in the 
folder. Clippings from newspapers and 
magazines are pasted or fastened to 
bond paper when necessary to facili- 
tate their handling and _ preservation. 
Whenever review of the material on a 
particular subject is desired, the entire 
folder is removed from the file. <A 
eard index of the materials in each sub- 
ject folder may be maintained in the 
folder or in a separate file, but such 
an index is not necessary where use of 
the file is limited to the office manager 
and his staff. However, for each item 
removed from a folder for retention 
outside of the office for any period of 
time, a charge-out slip or card should 
be inserted in the folder. 

Subject matter classifications may in- 
clude: Budgets and Budgeting Charts 
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and Charting, Form Design and Con- 
trol, Inventory Controls, Manuals, 
Methods Analysis, Organization, Pay- 
rolls, Personnel, Purchasing, Records 
Management, Reports Writing, Statisti- 
cal Analysis, Suggestion Systems, Su- 
pervision, Training, Work Measure- 
ment, Work Simplification. A separate 
subject file should be maintained for 
the various types of office equipment. 
In addition to the subject files, bound 
volumes of magazines like Tuk OFFICE 


afford effective means of compiling and 
maintaining reference materials and lit- 
erature. It is more efficient to preserve 
such literature in bound volumes when 
they include an index than to eut them 
up and file individual articles in sub- 
ject files. Cross reference sheets indi- 
eating the title and subject of individ- 
ual articles in magazines in bound vol- 
umes may be filed in pertinent subject 
folders to coordinate the two types of 
files and facilitate reference. 





Controlling Mail Cost 


ALBERT E. CLARK 
Mail Systems Consultant, New York. 


ROGRESSIVE management’s ap- 

proach to mail accounting or control 

of mail costs is invariably negative 
and usually falls in the following cate- 
rories: 

(a) Manufacturers’ mail costs can be, 
or are, absorbed in production cost and 
are included in the cost of the manu- 
factured item and thus passed on to 
the consumer. 

(b) Mail is considered a minor item 
of expense! Your company’s share of 
postage paid for metered mail which to- 
taled $740,525,330.38 in 1951 indicates 
there never was a time when the con- 
trol of postage expense is more needed 
than it is now. 

Metered mail has brought safeguards 
by way of protection of business mail, 
eliminating the use and purchase of 
stamps, indicating the number of pieces 
mailed, the amount of postage used, 
the balance left on hand; indeed, it is 
practically a foolproof record of post- 
age expense, but even it does not tell 
where your postage money has been 
spent! 

To obtain the utmost value from your 
postage dollar, a daily accounting is 
necessary and a simple form of mail 
control would include: 

(1) ‘ Classification breakdown 
tered, air, first, second, third, 
class and air parcel post). 

(2) First class (See. 34.9 P. L. & R.) 
business reply cards and envelopes re- 


(regis- 
fourth 
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turned by the Post Office. 

(3) Permit mail (Third Class, See. 
34.66 P. L. & R.) for mail sent out by 
weight or bulk. 

(4) Metered Mail. 

(5) Postage Due Account. 

As far as items 2, 3, 4 and 5 are 
concerned, companies doing a normal 
amount of business must keep accounts 
in one form or another, usually in sep- 
arate books. Too often entries are not 
made due to work pressure or they are 
inaccurately recorded. Entering these 
items consumes the time of the mail 
supervisor, frequently at rush periods. 
A simple system is necessary to com- 
bine all these accounts, and eliminate 
80% of the bookkeeping time. 

Before we can save or reduce postage 
expense it is necessary that a daily 
analysis be made of the classification 
and departmental mail. There is no 
other way to secure so accurate a record 
which is needed to establish the norm. 
At the end of the first year’s record 
of daily mail cost, an accurate account 
of the rise and fall of postage expense 
will be observed. The analysis of the 
year’s figures will indicate the exact 
classifications or departments which are 
extensive users of mail service. In the 
‘vase of classification it will be an ex- 
cellent safeguard against wrong postage 
being applied. 

It might be said that the foregoing 
detail is time consuming. In actual 
practice all these essential details re- 
quire no more than ten minutes daily. 
It has been my experience that savings 
up to 10% ean be made when a proper 
mail account system is installed. 
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Remodeling an Old Factory 
Into Modern Offices 


ERMANENT materials like lime- 
stone or marble are not always the 
most suitable for the construction 
of a new office building. Modern office 
management continually seeks a better 
way to perform all clerical operations so 
it is sometimes wiser to build an office 
building of more flexible materials which 
are less expensive and allow the build- 
ing’s function to be changed more easily. 
This “temporary” type structure would 
have a shorter life from an accounting 
viewpoint, be more quickly written off, 
easier to sell or change to manufactur- 
ing, storage or other non-clerical use. 
These facts were brought out in an 
interview with architect J. Gordon Carr 
who has designed many office buildings 
of both types. When planning a struc; 
ture for present-day use, he believes 
future probabilities should not be en- 
tirely overlooked. 
Another source of new office space is 
found in present, older building areas. 
The redesign of old buildings into 


modern oflices can often involve more 
intricate problems than does the con- 
struction of a new office building, 
especially when the old buildings were 
originally used for different purposes 
such as manufacturing. Mr. Carr enu- 
merated some of the problems faced in 
planning a redesign job. 

First consideration, of course, is given 
to just what is desired in the new office 
space: the kinds of clerical work to be 
done there and the location of each de- 
partment in relation to the work flow 
and to the people (both workers and 
those from outside) who must use the 
offices. Along with this, there may be 
also the problem of seeurity control. The 
next consideration is the present struc- 
tural characteristics of the area and 
building to be remodeled. There are 
often structural details such as piping 
which cannot be changed because these 
continue to function for some purpose 
which may or may not have to do with 
the office. Such things must be removed 


When a manufacturing floor (left) was turned into offices at Scovill Mfg. Co., Waterbury, 
Cenn., a reinforced concrete bridge was built to span the roof of another building (right) 
with steps to the street for direct access to the riew offices. 
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at least from the vision of those in the 
office and whatever method is used to 
screen the unwanted features must not 
interfere with the clerical functions by 
cutting off light or wasting space. 

A third consideration in planning the 
remodeling job, according to Mr. Carr, 
is the selection of materials. The office 
must be attractive. Its people must be 
protected from outside dirt, heat and 
cold; and from inside noise and machine 
vibration. Of course they must have 
proper lighting, sanitary facilities, etc. 
Not only must the chosen materials pro- 
vide these when installed but the desired 
benefits must be capable of maintenance 
by available help. Here we meet the 
dual problem of the lack of respect on 
‘the part of some workers for other’s 
property and the difficulty today of 
finding and’ paying maintenance 
workers. The best solution is to select 
materials and install them in a manner 
to make them difficult to abuse and easy 
to maintain. 
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Dark, unattractive passageways (left) were 
modernized with new walls, hung ceilings and 
cheerful colors (below). 


When Mr. Carr was asked for ex- 
amples of how he had met these prob- 
lems in a typical office remodeling job, 
he gave us several. One we liked was 
a job he designed during the war for 
Scovill Mfg. Co., Waterbury, Conn. Be- 
cause this work was done some ten years 
ago and the remodeled offices function 
today in a modern manner, we picked 
it as the example to be used here to 
illustrate a good office remodeling job. 
This becomes more apparent when we 
recall the difficulties of securing ma- 
terials during the last war and consider 
the obstacles Mr. Carr encountered in 
the group of buildings which ranged in 
age from 50 to 75 years. Well built 
these were but their previous functions 
had been either manufacturing or stor- 
age areas, or outmoded office space. 

The accompanying before-and-after 
photos. best indicate the successful 
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Before and after 
views show how 
crowded, inade- 
quately lighted 
buildings of  mill- 
type construction 
(right) can be re- 
modelled into mod- 
ern, well lighted of- 
fices (below) with 
hung ceilings, wall 
treatment and re- 
cessed lighting. 
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Layout of a new of- 
fice plan often in- 
volves the use of 
space containing 
manufacturing — util- 
ities and other 
equipment which 
not only cannot be 
changed but which 
requires easy access 
for servicing. 


Photo at left shows 
how the corner 
above was devel- 
oped into ap execu- 
tive office with glass 
walls hiding the pro- 
cess piping but per- 
mitting easy main- 
tenance of those fa- 
cilities along with 
good ventilation. 
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execution of Seovill’s remodeling. Cer- 
tainly there are many offices being de- 
signed today which offer nothing 
“newer” than these from a structural 


standpoint. An indication of Mr. Carr’s 
insight into human relations is his use 
of ordinarily inaccessible space for a 
top executive conference or board room, 


The same view as 
above showing an 
employees’ lounge. 
The remodeled build- 
ing also housed a 
combination basket- 
ball court and roller 
skating rink, theater, 
soda fountain, game 
room and band 
practice room. 
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rather than allowing it to be an area 
used by “unimportant” office help. The 
same theory made an old, undesirable 
building into a highly attractive and 
popular employee recreation center for 
Seovill. So we see what can be done 
when the architect understands the needs 
of office management and office workers. 


A rapid rise in em- 
ployment necessi- 
tated creation of 
recreational facil- 
ities. This was dur- 
ing the last war 
when the shortage 
of materials made it 
more appropriate to 
remodel a “tempor- 
ary" World War | 
building for this 
purpose. 








“WEY H914xe Sjazoy ayf pally YoIym ssoungoesnueW 99) 40 sAejdsip ayy payisiA QQO'OP 49AD “YypuoWw 

$52] [24O}4 UOF!I}] PELUOD ay} ye OBeDIYD jo “uss suowebeueyy 22140 a4} $O MOUS ssoUIsng pue 

seuIWas jenuUY 44] | 24} papuasye OYM EpeUeD PUe SOa4e4S 4] WO} SAAI~NDEXE BD1YYO OYy 4O BWOS 
O6p2xIyD UI IMUIWIOSG [ONUuUY YWeAeL Ss. VINO 











Here are metal office chairs with 


unbelievable resistance to wear— 
thanks to STURLON. 


an extraordinary newfinish z 


You will be hearing a lot about this extraordi- 
nary new finish. As far as office chairs are 
concerned (Sturgis is the only maker of office 
chairs with the rights to use STURLON), it 
means that you may now buv steel chairs 
with unbelievable resistance to wear nor- 
mally resulting from scuffing and repeated 
bangings of chair against chair. 


STURLON is sprayed on and infra-red baked to a thickness 
about four times that of other finishes. Independent 
laboratory tests show STURLON has a resistance to abra- 
sion 10 to 20 times greater than that of other finishes. 

This means that the STURLON finish will 

endure and continue to protect 

the metal indefinitely, 


And that isn’t all— 


STURLON is wonderfully warm 
and pleasant to your touch. 


STURLON is non-conductive— 
makes steel chairs static-proof 


STURLON is non-corrosive— 
is unaffected by moisture, salt air, 


humidity or temperature changes. amet 
@ Sturgis STURLON-finished chairs, both executive and POSTURE 
stenographic, are now being shown by your Sturgis dealer GCM AIRS 
in three popular colors: metallic gray, green and walnut. 


THE STURGIS POSTURE CHAIR COMPANY «+ STURGIS, MICHIGAN 
For complete information and the name of your nearest dealer, 
Write to The Sturgis Posture Chair Company, General Sales Office, 154 East Erie Street, Chicago 11, Illinois 
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Moving the Office 


SIDNEY SHEPHERD 


OVING is easy for a man who has 
his office in his hat. He merely 
throws away his old hat and buys 

a new one. But moving an office of desks, 
files and machines is much more in- 
volved. In commercial America moving 
day usually comes May 1. Looking for 
a new office is like shopping for a new 
hat. But moving into new quarters is 
not like throwing away an old hat. It is 
a complex procedure made up of a 
series of steps. Properly planned, these 
movements assure simple moving: 

1. Finding a new office. 

2. Hiring a moving company. 

3. Packing and making 
preparations, 

4. Moving. 

5. Unpacking and getting back into 
business. 

Hiring a mover should be done as soon 
as possible after you have signed a lease 
for definite space. The experience of 
the mover is added to your needs as both 
of you engineer the big changeover. 
Above all, advance preparations make 
the big difference. A well known mover 
like Weissberger Moving & Storage Co., 
New York, dispatches an estimator who 
surveys the job. He studies offices and 
contents to be moved; the building; the 
conditions and facilities involved in mov- 
ing and the place to which the move will 
he made. Since conditions involved all 
vary from office to office and city to eity, 
costs vary accordingly. In many in- 
stances moving is charged on an hourly 
basis, comprising expenses for the num- 
ber of men and moving vans, and the 
time of day or night when work is done. 

Moving should dovetail into your 
schedule to avoid interrupting office 
operations. Offices should be transferred 
during weekends. Although this runs 
into costly overtime, it is more economi- 
eal than disrupting business by moving 
during a work week. Weissherger moved 
Mutual Life Insurance Co. of New York 


general 
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which has offices housing 1,700 em- 
ployees. About 250 round trips were 
made to move 10,250 pieces of equip- 
ment, including 750 electrically operated 
machines converted from DC to AC. 
Yet workers who left their old offices on 
lower New York at 4:30 p.m. Friday re- 
turned to carry on business as usual at 
8:30 a.m. Monday in their brand-new 
building in mid-town New York. The 
move was made within 64 hours. 

Once financial arrangements have been 
completed, a definite date for moving 
must be decided. This is “M” Day. 
Moving companies sell “service.” Econ- 
omists call it “place utility” getting 
something from one place to another 
where it ean be used, sold, stored or 
processed. After a moving job has been 
done, your firm will have place utility— 
along with memories, a bill and little 
or no breakage to show for it all. You’ll 
be back in business at a new address. 
If your company will be able to conduct 
“husiness as usual’ it means saving time 
and money. 

It is best to cooperate and work 
closely with the mover to avoid inter- 
ferenee, delay or costly confusion. Tn 
some instances a special group is ap- 
pointed to work with the movers. Some 
companies appoint a New Building 
Division or New Building Committee to 
serve as liaison with the moving eom- 
pany where an entire building of offices 
or offices of several buildings all are be- 
ing moved to a new loeation. Often, a 
few company department heads may be 
present. For most offices, the office man- 
ager and several aides help make the 
move. But quick and painless moving 
is best done advantageously after work- 
ing hours, when the employees have com- 
pleted their packing and gone home. 

Before a paper clip is touched, Weiss- 
berger’s performs a complete dry run 


(Article continues on page 74. 
tions for 


Also see Sugges- 
. 2 


Moving on pages 72, 7 
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Burroughs dealer line expanded 
oe - new itemizing 
cash registering machines 
eee new wide carriage 
adding machines... 


optional till arrangements 


in extra-wide cash drawers. | 


po-—-——— Ht 


New Profit for You! 
Burroughs dealers are now offering their customers the 
extra protection and closer business control provided 
by Cash Registering Machines that issue a printed 





A good deal for dealers ... that’s what 
Burroughs offers. And now it’s even 
better! The addition of new machines 
and features to the Burroughs line 
gives Burroughs dealers an outstand- 
ing full-line selection of equipment to 
fill every buyer’s figuring and cash 
registering needs—at a price that fits 
his pocketbook! The top value Bur- 
roughs line—made by the world’s 
best-known producer of adding ma- 
chines—offers you real profit oppor- 
tunity ... a deal for dealers that’s 
three ways better. 


sales opportunities with grocery stores, drug stores, 
cafeterias and other businesses where an itemized 


| itemized receipt. These new machines expand dealer 


receipt for multiple purchase items is necessary. 
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New Profit for You! 


Extra-wide cash drawers, with optional till pte er 
give Burroughs dealers a wide selection of cash handling 
space to offer customers . . . to help dealer profits grow! 
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New Profit for You! 


ag wide carriages for Burroughs Adding 
Machines and Cash Registering Machines broaden 
their appeal for offices and stores everywhere .. . 
Office ines up to 12 inches wide can be prepared 
on the same machine that’s used for straight adding 
and listing. Wide carriages mean wide sales appeal— 
and wider profit for every Burroughs dealer! 


WHEREVER THERE’S BUSINESS THERE’S 


Burroughs 
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For your greater profit... 
call or write the Burroughs branch 
office near you for the complete 
details of the Burroughs dealer plan 
in your community. 


Burroughs Adding Machine Co. 
Detroit 32, Michigan. 
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of removal on paper. The idea is to 
visualize the move, putting mind to it 
first and then adding the muscle. All 
key personnel, for example, are familiar- 
ized with the operation of the plan by 
oral and printed instructions. The 
mover’s supervisors and personnel plan, 
tag, pack, remove and unpack most 
goods to be transferred. 

Each object to be moved has to be 
wrapped or packed, if necessary; but 
all items are tagged or ticketed. Colored 
tags are assigned to individual depart- 
ments and to individual sections and 
floors when a large company moves. 
Each object is ticketed before removal 
to show the room, section, piece and 
floor to which it is destined. A tabula- 
tion is made of all tickets—ze., all 
pieces of equipment. This list also shows 
any additional facts, noting whether a 
desk or file cabinet has to be cleaned or 
painted before being moved, or whether 
an electric typewriter or adding machine 
has to be connected to an AC or DC out- 
let-—before anything is moved. 


3efore an item is touched, it must be 
decided where-from and where-to it is 
to be moved; in which elevator it is to 
be moved-down, and in which elevator 
it is to be moved-up. That arrangement 
is made according to the color tags. 
When a company moves desks, let us 
say, from several offices in different 
buildings or from various places on one 
floor or different floors, to the same 
place in another building—all of these 
objects must be properly routed. In 
other instances a special depot is set up 
to distribute sundry boxes and cartons 
which then are redistributed to their 
final destinations. 

Some movers provide cardboard 
sheets containing scale (44” or Ye” to 
the foot) templates of desks, bookcases, 
typewriter stands, watercoolers,  ete., 
which are perforated and easily cut out 
and placed on a plan to decide the lay- 
out of the new offices. You may prefer 
to purchase a regular layout kit or three- 
dimensional seale models to plan your 

(Continued on page 162) 
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WAUSAU 
COMPLETE LINE 


WAUSAU BOND—Watermarked, 
for Office and Litho machines. 
WAUSAU MIMEO — Water- 
marked, for Stencil Duplicating. 
WAUSAU DUPLICATOR — 
Watermarked, prepared for 
Spirit Process. 

EXACT BOND—Economy paper 
for Office Litho machines. 
EXACT MIMEO — Economy 
paper for Stencil Duplicating. 
EXACT DUPLICATOR — For 
Spirit or Gelatin Process. 
WAUSAU OPAQUE OFFSET— 
High grade blue - white offset 
paper. 


® 


Wausau’s new complete line of fine impres- 
sion papers has a paper for every business 
use. Choose the right paper to fit your 
particular job whether you use stencil, 
lithograph or spirit process. 

Wausau impression papers are made of 
high quality virgin fibre. The uniform high 
standard of quality insures clean, sharp 
reproductions. Specially treated surfaces 
permit fast drying of ink on high speed 
press runs, reducing smudging and off- 
setting to a minimum. Precision cut at the 
mill; wrapped in distinctive wrapper for 
protection and easy handling. 


Complete line available nationally through 
authorized distributors and stationers, 


WAUSAU PAPER MILLS CO. 


Executive Sales Offices 
W. Washington Street, Chicago 2, Illinois 


Artisans of 9111 


Fine Papers 
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Milks at BROKAW, WISCONSIN 
Member - Wisconsin Paper Group 





JOHN R. GRAY 
Executive Director 


Vv. L. CALDWELL 
NOFA President 


NOFA Convention in Cleveland 


HE seventh annual convention and 
exhibit of the National Office Furni- 
ture Assn. in Cleveland, April 26-29, 
takes for its theme, “How to Improve 
Your Business.” John R. Gray, NOFA’s 
executive director, states that while any 
large gathering of businessmen is bound 


to bring out some lighter aspects, NOFA 
officers will make every effort to see that 
the meeting concerns itself with the hard 
facts of business in a practical, down-to- 
earth manner. Featured speakers are 
preparing themselves in an unusual! 
manner. They have been contacting and 
interviewing office furniture dealers 
throughout the country to become fa- 
miliar with problems confronting the 
individual dealer. This will allow the 
speakers to provide the registrants with 
practical and useful advice. 

Three different groups are digging up 
facts for three industry workshops on 
subjects of current interest to dealers, 
manufacturers’ representatives and 
manufacturers. The workshops will 
function concurrently beginning at 10 
am. on April 28. The dealer group 
will be led by Moe Turman, Metwood 
Office Equipment Corp., New York, and 
past NOFA president. The representa- 
tives’ group will have for its chairman 
George S. Long of George S. Long & 
Sons, Cincinnati. Co-chairmen of the 
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manufacturers’ group will be J. M. 
Bachrach, president, Huntington Chair 
Co., Huntington, W. Va., and Sterling 
Lord, secretary, Leopold Co., Burling- 
ton, Iowa. Each workshop will be an 
open forum to allow anyone in attend- 
ance to get up and bring out his pet 
peeves and gripes for examination and, 
if possible, solution by the entire group. 

A favorite topie is bound to be the 
training of salesmen. NOFA chapters 
have been applying themselves to this 
problem intensively because there is 
wide recognition that the salesman 
trained in the proper approach, ade- 
quaiely supplied with product knowl- 
edge and prepared to talk to customers 
and prospects in terms of service and 
benefits is one of the answers to the 
question, “How to Improve Your Busi- 
ness?” Varying opinions have been of- 
fered at NOFA chapter meetings and 
area conferences. Most dealers feel the 
manufacturer should do more towards 
training dealer salesmen. Many have 
gone ahead and organized schools of 
their own, recognizing that the money 
spent is an investment which experience 
proves will pay off. 

Other subjects expected to get 
thorough airing include freight rates, 
advertising, product knowledge and 
sales meetings. The role of the manu- 
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CALCULATOR 


Higher quality 
— lower price. 


Fast, accurate, 
y. easy to operate. 


Service immediately 
x, available — but 
seldom required. 


PLUS: COMPUTING MACHINES - INC. 
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facturer’s representative, and the manu- 
facturer’s salesman will be considered. 
Many dealers feel that these men, who 


are specialists in their field, can con- 
tribute more than they have towards 


dealer sales. The workshops will try to 
examine all these problems closely and 
perhaps come up with suggestions for 
future action. 

These discussion groups will be 
augmented by the talks of the featured 
speakers. When Arno H. Johnson, mar- 
keting specialist with J. Walter Thomp- 
son Company, discusses selling in today’s 
economy, he will pinpoint a subject 
which the members of the industry have 
been mulling over themselves. When he 
talks about the job the advertising dol- 
lar should be doing, he may be suggest- 
ing answers to problems raised at the 
workshops. 

Dr. C. L. Lapp’s talk on salesmanship 
will tie-in with continuing studies on 
making the salesman a more effective 
member of the organization. He is well 
qualified to speak on the factors 
motivating salesmen, methods of ecom- 
pensating salesmen, sales meetings, etc. 

Anne Saum will discuss how atmo- 


The NOFA show will 
be held in Cleve- 
land's Public Audi- 
torium, shown at up- 
per right. The ladies 
will see a ball game 
in the stadium, up- 
per left. The tall 
center structure is 
the Terminal Tower 
office building. 


sphere can add to the dealer’s sales 
volume. Miss Saum, along with the other 
speakers, has been talking to dealers for 
some time now on specifie aspects of her 
subject so she, too, will be addressing 
practical businessmen in practical terms. 

Walter M. Casey, with wide experi- 
ence in selling and retailing as well as 
at the management level, is well qualified 
to add to the theme, while Paul M. 
Fletcher, NOFA’s management consult- 
ant, has built a reputation on his ability 
to define vague problems in easily under- 
stood terms. Thus, every factor from 
the main speakers to the industry work- 
shops, will strive to make every element 
in the industry a more profitable unit. 
Add to this the largest and finest exposi- 
tion of office furniture and equipment 
ever assembled, and the benefits to be 
gained by those attending the conven- 
tion begin to be apparent. 

As announced previously, 37 new 
exhibitors will show at this convention, 
which was a sellout at the end of Janu- 
ary. Many exhibitors who have been at 
previous NOFA shows will display new 
lines and services. “How to Improve 
Your Business” is related to “What Do 
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BORROUGHS does it again! 


What’s behind the curtain? Turn the page and see! 
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SURE-FIRE HIT 
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Gentlemen, here is another new Borroughs qual- 
ity product that we know will meet with your 
instant approval . . . the Borroughs Wrap Rack 
. . . beautiful as well as a year-round utility. Its 
streamlined, graceful design will complement any 

K place it is used . . . and IT CAN BE USED wherever 
LA >» wraps are hung. We believe this new product is 
ws OSC Re of such interest to you that we have taken three 

; pages to impress you with its importance. Read 
every word on the opposite page, too.. then 
write to Joe Davis for more facts 











FRODUCTS 


BORROUGHS MANUFACTURING COMPANY 


A SUBSIDIARY OF THE AMERICAN METAL PRODUCTS COMPANY OF DETROIT 


3002 NORTH BURDICK all KALAMAZOO, MICHIGAN 
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...and gentlemen, isn't this Red Cap 
Whap RACK a beauty? 

















Look at this rigid steel 
construction . . . it’s 
spot welded for added 
strength. You'll like 
the modern, non-dust- 
collecting hat shelves 
... hats rest on round 
rods, and not on dusty 
shelves. 


Take a glance at 
the Wrap Rack’s 
clean hanging 
space for coats... 
there are no ob- 
structions ... coats 
hang straight... . 
no fuss, no muss. 


Did you ask, ‘Is it 
unit-packed like all 
Borroughs products?” 
Yes, sir, it is! Every 
a Wrap Rack unit is 


ie packed in a ‘’Ship-a- 


Even the base for over- 


rm 


Unit’ carton. . . every- 


shoes is not only sturdy, thing isin one package. 


but is beautifully stream- 
lined. The Wrap Rack is 
available in 3 sizes, to 
hold 6, 12 or 24 coats and 
hats. You have your 
choice of gray or green 
baked enamel. 


See the WRAP RACK at Booth 123 
N.O.F.A. Convention, Cleveland Caius Wee Nei thins 
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8:30-9 a.m. Registration, Hotel Statler. 


:30 a.m. 


SELLING OFFICE 
New York. 


LUNCHEON--SELLING 


Casey, Beaumont, Texas. 


2:15 p.m. 


:00 a.m. 
:30 a.m. 


BUSINESS SESSION. 


7:15 o.m. 


12:15 p.m. 





NOFA CONVENTION SCHEDULE 


SUNDAY, APRIL 26 


1:00-9 p.m. Registration, Public Auditorium. 
MONDAY, APRIL 27 


NOFA “KNOW-HOW” SESSION. 
FURNITURE 


GOOD LAYOUT PROCEDURE: 
IN TODAY’S ECONOMY: 


2:00-9 p.m. Exhibits open in Public Auditorium. 


TUESDAY, APRIL 28 


CERTIFIED OFFICE PLANNING SERVICE: Rosert A. SpeELMAN, 

Assistant Secretary, Wood Office Furniture Institute. 

2:00 Noon LUNCHEON—-AFTER DEFENSE SPENDING, 
Jounson, Vice President, J. Walter Thompson Co., New York. 

1:00-6 p.m. Exhibits open in Public Auditorium. 

ANNUAL BANQUET—LIFE CAN BE FUN: Rev. Fay Le Meapows, 

Shiloh Congregational Christian Church, Dayton, Ohio. 
WEDNESDAY, APRIL 29 


DEALERS MEETING: Mor Turman, New York. 
MANUFACTURERS MEETING: J. M. Bacuracn, Huntington, W.Va. 
REPRESENTATIVES MEETING: 
LUNCHEON—SALES SUPERVISION: A 
TION: Dr. C. L. Lapp, Washington University, St. Louis. 
2:00-6 p.m. Exhibits open in Public Auditorium. 


ATMOSPHERE: ANNE SaumM, 
Paut M. Fietcuer, New York. 


Water M. 


WHAT? Arno H. 


Georce S. Lone, Cincinnati. 


FORGOTTEN FUNC. 








You Sell and What’s New?” While the 
workshops and featured speakers tackle 
the questions verbally, the office equip- 
ment show provides visual answers. 

The lighter side has not been over- 
looked. The ladies, for example, have 
had an elaborate program planned for 
them. Tentative details include a base- 
ball doubleheader at Cleveland Stadium, 
a twilight concert by the Cleveland Sym- 
phony Orchestra, shopping tours, fash- 
ion shows, card parties, a theatre party 
and a boat trip. Additional activities 
are being arranged. 

Part of the entertainment at the an- 


nual banquet Tuesday evening, April 28, 
will be provided by Cleveland’s famed 
male chorus directed by William Albert 


Hughes. <A stage show will also be on 
the program. 

Convention Headquarters will be at 
the Hotel Statler. Registration will take 
place there on Sunday, April 25, as well 
as at the Publie Auditorium. Advance 
registrations are being accepted at 
NOFA Headquarters, 175 Fifth Ave., 
New York 10. With choice hotel loca- 
tions already at a premium, everyone 
planning to attend is urged to make 
reservations immediately. 
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METAL-LUX LINE 


America's de luxe metal chair line now gives you 
more to sell with these outstanding new numbers. 
They live up to MILWAUKEE'S reputation for creating 
that “selling look,” and, of course, they embody 
all of MILWAUKEE'S superior comfort and construction 
features, Your metal chair sales will show a 
definite boost when you stock 
and display these all-new, 


user-appealing numbers .. . 


Visit us at 
Booth 199 
NOFA 
Convention 
April 26-29, 
Cleveland 
The complete MILWAUKEE ; 
METAL-LUX line is a solid | 
selling success. If you haven't yet 
shared in METAL-LUX profits, 
get the full details today. 
Write for complete descriptive literature 


MILWAUKEE METAL FURNITURE COMPANY 
120 S. Le Salle Street, Chicago 3, Illinois 
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A Busy Puerto Rican Office 


ALBERT S. KESHEN 


UGAR is king in the Commonwealth 

of Puerto Rico. Until comparatively 

recently when the island began its 
present comprehensive industrialization 
expansion program, known as Operation 
Bootstrap, about two-thirds of the total 
export to the U. S. was composed of the 
sweet stuff. It still remains the main 
source of support and employment of 
the people since the limited cultivable 
area available requires that it be utilized 
for the best paying crop. 

The cane is harvested by hand by men 
wielding machettes. From the field the 
ane is transported to the sugar factory 
by bull-cart: steel carts hauled by trac- 
tors, rail or truck. At the factory the 
eane is cut by rapidly revolving knives 
and then crushed in a tandem of heavily 
loaded rollers or mills which extract 
about 95% of the juice. After purechas- 
ing, the end product of the cane is con- 
verted into several grades of sugar 
crystals. The raw (brown) sugar is 


bagged and shipped to this country for 


refining. A small quantity of it is sold 
for local consumption on the island. 
The residue from this 


process is 
known as final molasses. 


Another by- 


M. Aragoneses (left), controller and assistant 
secretary, Eastern Sugar Associates, with Jesus 
Hernandez, tabulating supervisor. 


B4 


product, bagasse (residue cane) is used 
as fuel for the boilers and has industrial 
possibilities, as well, for the production 
of a substitute for newsprint. 

Largest of the sugar producers is 
Eastern Sugar Associates (a trust) with 
four centrales or mills located at Juncos, 
Pasto Viejo, Cayey and Santa Juana. 
The centrales are manufacturing units 
with a combined grinding capacity of 
about 12,000 tons of cane every 24 
hours. A small refinery at Santa Juana 
manufactures about 300,000 100-Ib. bags 
of refined sugar for local consumption. 
This organization also owns” and 
operates a private railroad which inter- 
connects three of its centrales with the 
terminal at the port of Humacao. This 
line has 122 miles of meter-gauge track 
with the necessary rolling stock, ware- 
houses and terminals as well as adequate 
harbor facilities for its lighters and 
other appurtenances. 

Headquarters for this extensive enter- 
prise and the center for its office work 
is a two-story building at Caguas, fifth 
largest city in Puerto Rico and the most 
important inland city. It is a com- 
munications center and an important 
tobacco as well as sugar cane locality 
besides harboring several small indus- 
tries which have recently sprung up 
under the government-sponsored — en- 
couragement program. This main build- 
ing, besides serving Eastern 
general office workers, also houses its 
executive staff, field administrative 
workers and civil engineers. 

The job facing the office staff there 
includes preparing weekly payrolls for 
the far-flung sugar enterprise. what the 
local residents might describe as wun 
dolor de cabeza. During the grinding 
season this payroll averages $120,000 
per week. Although sugar production 
fluctuates with the seasons, the tempo 
of activities never ceases for the office. 
The peak is reached during the crop 
season of about 28 weeks from January 


Sugar’s 
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10 to June 30 when they produce sugar 
and molasses. But even during the 
“idle” season from July 1 to January 10, 
which is utilized for repairing equip- 
ment and getting ready for the next 
round of production, office work does 
not materially let down. 

January 1, 1952, an electric Inter- 
national Business Machines system was 
installed and much of the delays and 
exasperation of manual office work were 
considerably reduced. Up to that time 
all payroll work was done by hand. This 
meant that social security and many 
other weekly deductions together with 
the usual data recordings were more or 
less a manual operation. The work 
week closes on Wednesdays and about 
10,000 payroll cards are prepared and 
printed payrolls developed for factories, 
plantations and office for Saturday dis- 
bursement. Formerly a large number of 
the office personnel devoted their entire 
time to preparation of payrolls and 
stuffing cash in envelopes. The records 
must be all completed at least a day-and- 
a-half before the Saturday pay-off, this 
interval being required for the disburse- 
ment procedure. 

Instead of bothering with a lot of 


pay envelopes, the office folks now run 
through a pay ticket which records all 
payrolls automatically, separates them 
and is prepared in four copies with a 
tally sheet to check against. The pay 
tickets are then taken by office workers 
to the centrales and other pay distribu- 
tion centers, and handed to the respec- 
tive paymasters. Long queues of 
workers form before the paying win- 
dows to pick up their money in cash on 
Saturday morning. 

To provide the necessary funds, the 
paymaster proceeds from the bank to 
the pay offices by car. Contrary to our 
mainland belief that elaborate precau- 
tions must be taken against hold-ups 
in wild terrain, only the customary pre- 
cautions are taken. Armored cash cars, 
so familiar in the States, are unknown 
in Puerto Rico. Islanders declare that 
their people are fundamentally honest 
and only when they are exposed to 
vicious mainland influences and return 
to their homeland is there ever any 
trouble. 

To prepare the essential records, tabu- 
lating machines and a staff of eight 
workers are housed in a separate wing 
of the Caguas building. They process 


Part of Eastern Sugar Associates’ general office in Caguas, Puerto Rico. 
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Messengers travel between the office and the 
mills in a jeep. 


cane liquidation records by identifying 
on the cards details of cane loads, an- 
alysis of crusher sample by laboratory 
and other case history summarizations. 

The extent of these operations can be 
gauged by Eastern Sugar’s production 
score sheet. The trust ground 1,464,761 
tons of sugar cane for itself and its 
planters during the 1952 crop season, 
producing 153,316 short tons of com- 
This 


mercial sugar at factory weight. 
was not only an alltime record for the 
associates, but it was the highest produe- 
tion ever attained in Puerto Rico by 


any sugar enterprise. The production 
of blackstrap molasses also was the 
highest on record. 

General clerical work at the main 
building in Caguas is carried out in two 
large office sections on the second floor, 
partitioned by waist-high wooden rail- 
ings and flanked by executive suites. 
There are three Burrounghs bookkeeping 
machines, 15 typewriters of various 
popular makes and 12 calculators and 
adding machines. All equipment was 
purchased from Albert E. Lee & Son, 
San Juan, largest office appliance dealer 
on the island. All office furniture is of 
steel to avoid deterioration caused by 
termites, fungus and atmospherie con- 
ditions. The steel desks are all glass 
topped and all filing cabinets, both legal 
and letter size, are steel. Typewriters, 
as can be surmised, have a combination 


86 


of both English and Spanish keyboards. 

Cards are hand-filed under a_ per- 
petual inventory system, so that plain 
Sledger cards must be stored in large 
quantities as a reserve against transpor- 
tation delays from their mainland supply 
sources. To facilitate statistical com- 
parisons, all records are computed on a 
period basis consisting of four weeks 
instead of by the calendar month. This 
provides 13 uniform periods to a year 
and eliminates calendar variations. 

Servicing machines arouses 
problems which do not contront office 
managers in the States who have merely 
to make a phone call to bring a man in a 
hurry. IBM, from whom the tabulating 
equipment is rented, are quick to dis- 
patch a serviceman from their San Juan 
office when trouble develops. Burroughs, 
which also maintains a San Juan office, 
can be also quickly relied upon in this 
respect. The Lee firm is prepared 
through its comprehensive service de- 
partment and on-location facilities to 
send a mechanie in a hurry. Besides 
staff of 15 mechanies, it maintains 
warehouse stock of parts for machines 
8 to 10 years old. For any office equip- 
ment not service-provided by the sup- 
plier, it is necessary to place it in an 
auto and drive over to San Juan for re- 
pairs, a journey of about an hour. 

All office equipment, incidentally, 
from well known mainland concerns 


some 


Field worker delivering payroll cards to be 
processed. 
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is the usual practice throughout the 
island. The economie factor, however, 
influences purchases from local sup- 
pliers because of the elimination of the 
excise tax on American-made products. 
As a result, even the large branch of- 
fices of States’ companies on the island 
find it to their advantage to buy locally 
rather than order from the mainland. 
For example, if a Puerto Rican buyer 
were to purchase a typewriter in the 
States he would have to pay $22.67 tax 
plus transportation and insurance 
charges and have to go to the trouble of 
unpacking. This expense is eliminated 
by ordering locally, even though there is 
a $9.50 freight charge plus bill of lad- 
ing, with this cost being proportionately 
reduced for quantity lots. Instead of 
paying something like $197.18 for a 
mainland-purchased typewriter, he ean 
get it locally for $191.50 with the insular 
tax included. Another factor in build- 
ing up locally placed orders is_ the 
servicing facilities. Lee’s, for example, 


warrants delivery in good condition with 
a 1-year guarantee plus the advantages 
of offering service on any machine it 


sells. 

Getting competent office help offers 
no problem because of the abundance of 
the labor supply in this overpopulated 
country. Eastern Sugar endeavors to 
hire persons who are already skilled and 
have received their basic training else- 
where. From that point on it is com- 
paratively easy to guide them in their 
own way of doing things. 

To get the tabulating system funetion- 
ing required more than the usual super- 
ficial office training. M. Aragoneses, the 
controller, went through the IBM exeeu- 
tive training school at Endieott, N. Y., 
on two oceasions. Then, with the help 
of the loeal staff, office workers were 
trained as to their specific duties. In the 
arly stages it was sometimes necessary 
to work around the clock to handle the 
usual forms that had to be processed 
without interruption. 

Employment at Eastern Sugar is 
sought by those living in and around 
Caguas who have had experience in San 
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Juan offices and find it more to their 
advantage to work closer home at the 
same pay scales rather than commute 
or move to the capital. As a result, the 
company has more employment applica- 
tions in its files than jobs with which to 
fill them. 

Although there is no recognized per- 
sonnel department, office workers are 
selected by M. Aragoneses, controller. 
Trainees are accepted on a 30-day trial 
basis and once on the staff receive regu- 
lar benefits such as a mandatory two 
weeks vacation with pay, group life in- 
surance, retirement and pension plan. 
Like their contemporaries in the main- 
land, office workers are permitted time 
off for the usual coffee break although 
they may indulge in something cooler 
than this type of beverage. They are 
permitted to take off 10 minutes each 
morning and afternoon. They get a 
longer lunch hour than is mainland 
practice. Because of the siesta custom 
popular in Latin-American countries, 
workers are permitted one-and-a-half 
hours for lunch. Most Puerto Rican 
firms, however, shut down between noon 
and 2 p.m. 





Card punches in Eastern Sugar's tabulatina 
section. 





ese Popular 


FOUNTAIN PEN INK 


Carter’s full size, smartly styled ovals sell for only 
a dime . . . by all odds today’s best ink “bargain”. 
Permanent, washable, and in colors. Pints, quarts 
and gallons too. 
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PURE RUBBER CEMENT 

This fine rubber cement has made a hit in 
offices large and small the country over. Sized 
“right” for desk use; handy brush spreaders; 
quality which only crepe aie offers. 


“Convenience Items” 


SPREADER-TOP MUCILAGE 
A handy, fast-acting, firm-sticking adhesive that 
has a uniquely constructed spreader top. Opens 


at a touch, yet keeps the bottle tightly sealed 
between usages. 


CICO LIQUID PASTE 

Spreads smoothly, grips instantly, dries quickly 
TAYS UCK. Convenient rubber 

spreader built into cap. Stays liquid; no need to 

add water. Sizes from 2 oz. to gallons. 


To meet the varying needs of today’s offices, Carter 


Makers of 
Fine Inks, Adhesives 


and Office Specialties 
for Nearly a Century. 


supplies more than eight hundred different items for 
all kinds of writing, “sticking”, stamping, marking and 
eradicating uses. 

In the last year, several of the best known Carter 
“leaders” have been greatly improved. Cico, for in- 
stance, has been made whiter, smoother, evener spread- 


ing than ever. Carter’s Type Cleaner dries more rapidly 


THe Carter’s 


CAMBRIDGE 42, 























“Belong in Every Modern Oftice 


PUMP ACTION STAMP PADS 

Most popular pads on the market. Quieter, longer 
lasting, require re-inking less frequently. Every 
pad guaranteed for 100,000 impressions. Four 
sizes, in five colors. 


RUBBER STAMP INK 

The result of ninety-four years of ink-making 
experience. Applies easily, smoothly, tiniformly. 
Makes deep, rich impressions. For both Pump- 
Action and Foam Rubber Stamp Pads. 








RYTOFF INK ERASER 

As handy and as needed as the eraser on the 
end of a pencil. A touch of the applicator and 
blots vanish quickly, completely. For “old” ink 
markings, use Carter’s Two Solution Eradicator. 


INSTANT TYPE CLEANER 
Loosens dirt on metal type quickly; dries immedi- 
ately. Most for the money, too. Handy applicator 
wipes type clean without spatterine. Two economy 
sizes — 4 0z., and 8 oz. 


without any loss of cleaning power, and Finest Muci- 
lage has a new sparkle due to an improved {filtration 


process. 


Smart up-to-date styling, and more convenient, 
easier-to-use packages have been Carter hallmarks for 
years . . . and constant improvement in performance 
makes these Carter items the best buy for every office. 
See your favorite stationer or office supply dealer today. 


Inx ComPANY 


BOSTON, MASSACHUSETTS 


Carter's Foam 
Rubber Stamp Pad — 
“feather-touch” inking at 
its finest. 2 sizes, 5 colors. 








OFFICE RESOURCES ARE UNLIMITED 


gram of National Office Management 

Assn., Al N. Seares, vice president, 
Remington Rand Ine., is visiting local 
NOMA chapters to show the members 
how the capacity of management to in- 
crease efficiency and reduce management 
costs is “unlimited” if modern fact-find- 
ing methods and procedures are prop- 
erly utilized. Mr. Seares stated: 

“The office resources of America are 
unlimited, providing management 
properly utilizes and coordinates the 
personnel now available with the modern 
fact-finding equipment being produced 
and about to be produced by manufac- 
turers of office equipment.” He added 
that the utilization of this equipment 
“presents a challenge to management” 
and outlined a ten-point program for 
effective use of new management tools: 

1. Segregation of planning from 
operations: “No plant or office can ob- 


|: furtherance of the educational pro- 


tain such objectives without having a 
full-time group to put such a program 
into effect and carry it out on a per- 
manent basis.” 

2. Work measurement: “The measure- 
ment of clerical output is one of the 
most effective tools for increasing cleri- 
eal efficiency and at the same time reduc- 
ing clerical costs.” 

3. Motion and time study: “The com- 
bination of motion and time in conjune- 
tion with work measurement offers of- 
fice management the opportunity to put 
its human and mechanical resources to 
greater use.” 

4. Incentives: “Incentive plans predi- 
cated upon extra pay in addition to the 
base salary for extra accomplishment 
over what might reasonably be expected 
can be adapted for many types of office 
operations. However, before any such 
plan can be inaugurated it is essential 
that all work so performed be analyzed 





THE EASY way. 


TO DESTROY 
OLD PAPERS 


The new "Silver Executive’ Paper Shredder destroys confi- 
dential papers, obsolete records completely . . . quickly! 
Machine is typewriter-size, neat, compact and portable— 
safe and easy to operate. Shreds paper into 1/4” strips . . 
makes wonderful packing material. 


Write today for complete details and 10-DAY FREE TRIAL. 


INDUSTRIAL SHREDDER & CUTTER CO. 


103 MILL STREET . SALEM, OHIO 
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“Tl ‘file’ this one 
right here!” 


“In my opinion, the wastebasket is the only place for 
a sloppy sales letter on a poor grade of paper 
Knowing my own reaction to a letter like that, I 
make sure every letter that leaves my office is 
neat and attractive, makes the good impression 
that helps assure reading. Hammermill Bond, 
I've found, helps create such a favorable impres- 
sion. It has excellent brightness and plenty of 
snap and crackle, takes typing and writing 
well. Economical, too. I use it for both 
letterheads and forms.” 


IT PAYS TO DO BUSINESS 
ON HAMMERMILL PAPERS 


Your printer can help you design prestige-winning 
letterheads and efficient forms. He'll smile agree- 
ment when you suggest Hammermill Bond, for 
like thousands of printers, he knows it runs 
well and erences good-looking 7: ood 
printing. o obtain printing a aga 
on Hammermill papers, look “mac? 
for the Guild sign 
grey on a printer’s win- 
oul dow. Let it be your 
: guide to business 
printing satisfaction. 


Hammermill Paper 1 
Company | 
1463 East Lake Road, 1 
Erie 6. Pennsylvania i] 
Please send me—FREE—The Working Kit ! 
of HAMMERMILL BOND. 1 
1 

i] 

1 

t 

i] 

' 

i] 


Name 


business letterhead.) TO-APR 
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Do You Purchase 
Office Supplies? 


Do you desire the Best in Specials? For instance, Carbon 
sewed in Binders, Carbon for Ozalid systems, for Duplicating 
Systems, Opaque Ribbons for Photography. Carbon Ribbons 
for I.B.M. or other machines. Carbon in School Folders. 
Sharp, Clean Carbon for Accountants’ Balance Sheets or 
Varityper Carbon Ribbons or regular Typewriter or Pencil 
Carbon? 


OR, Silk Ribbons, Nylon Ribbons, Addressograph, Tabulat- 
ing, Teletype, Checkwriter or any for I.B.M. as Interpreter, 


Printer, Bank Proof or Executive machines. Ribbons for 
Offset work, Laundry Marking Ribbons. Opaque ribbons for 
Blue Print, Stencil cutting ribbons, Checkwriter ribbons, 
Speedaumat, etc. 


Whatever you use, the Kee Lox Mfg. Co. is known as 
Headquarters for all special widths or lengths of inked 
ribbons. 


WRITE: 
KEE LOX MFG. CO., Rochester |, N. Y. 


or any of its 32 Branches in the larger Cities of the U.S.A. 








Special Export Prices for orders shipped abroad. 
Agencies open in Foreign Countries. 
Write, Attention Export Dept., Rochester 1, N. Y., U. S. A. 
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and units of measurement determined.” 

5. Office layout: “The time has come 
to have office layout placed on the same 
scientific that of the plant. 
There is no fundamental difference be- 
tween a work station in the plant and 
one in the office.” 

6. Mechanization: “No procedure 
should be mechanized until it has been 
subjected to detailed investigation and 
caretul analysis ... The average office 
machine is relatively inexpensive com- 
pared with the salary paid the worker.” 

7. Forms control: “Here is one of the 
greatest sources of cost control. Three 
ends are sought: centralized control of 
all forms; standard design, reproduc- 
tion, utilization, and housing; and 
elimination of obsolete, duplicate and 
unnecessary forms.” 

8. Records retention: “Management 
can vast sums in this field by 
establishing an active, aggressive pro- 
gram to control the birth, specify the 
life, and insure the destruction of each 


basis as 


save 


ONLY / 


record as soon as it has outlived its 
usefulness.” 

9. Instruction manuals: “Without 
written instructions, it is easy for a pro- 
cedure to become impaired, for clerical 
efficiency to be reduced, and office costs 
to be increased.” 

10. Skill development and in-service 
training: “Clerical efficiency can be 
greatly augmented if the individual em- 
ployee can be so trained as to increase 
his own productivity.” 

Mr. Seares said the application of 
these ten principles can be accomplished 
by “divoreing planning of office work 
from its execution” and providing 
trained personnel and tools necessary to 
carry out the planning. “Such up-to-date 
instrumentation provides a radar sereen 
to management to project realistic think- 
ing and sound planning. It is a chal- 


lenge to all of us to bring to the office 
the same degree of efficiency that is ob- 
tained by so many of our manufacturing 


associates. 


for. y HAS 


COMPLETELY AUTOMATIC 
PRE-MEASURED INKING 


It's exclusive with the revolutionar 
Rex-Rotary D270... an ink to 
ridge is inserted, g dial set for the 
degree of inking, and the machine 
needs no further attention . all 
copies come out perfectly and uni- 
formly printed .. . nO more under. 
or over-inked copies. . re-inking 
OF dat Di - bell announces 
pe Pak © insert a new 


Electric Multi-Color 


STENCIL 
DUPLICATOR 


economy ond 
other machine. 


wee ee wee 
Rex-Rotary Distributing Corp. 19 W. 31 St, New York 1, WY. 
Let me hove more information cbout the new Rex-Rotory 0270 duplicotor and 
the name of my neorest distributor 





‘ 
' 
ot . 
REX- ROTARY pict, Corp. - 19 W. 31, New York » WI 7-4927 4 


See us at NOMA, Booth 113, Boston, May 25-27. 


Addres —— 
ieasaplbianineinibaeunen ane ananauasensapananadl 
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Does it make sense 
to save | cent a day 
on office typewriters ? 


That’s all you save when you trade in at 
10 years instead of 5, but consider these advantages 
of owning slick new Royal Standards! 


If your office typewriters are 5 years old, why save 
1 cent a day by keeping them 10 years, when you can 
gain so many advantages by trading in at 5? 

Why not spend that 1 cent a day and get a return in 
boosted morale and better employe relations worth 
many times that amount? 

New, really modern Royal Standards will produce 
more work faster, too. Your secretaries will increase 
their typing speed on clean, new, ahead-of-the-times 
Royal Standards. You'll have fewer service calls. And 
you'll get better-looking letters, memos, and anything 
typewritten—which is a big advertising advantage for 
you. 

The new Royal Standard has many exclusive, ad- 


vanced features found on no other office machine today. 


CALL YOUR ROYAL REPRESENTATIVE 
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In addition, it has all the famous improvements that 
have made Royal a 2'2-to-1 favorite among people 
y & Peo} 

who type. 

Your local Royal Representative will be glad to 

& 

bring a new Royal Standard to your office and show 
you how the finest, most rugged typewriter ever built 
performs. He will also give you the detailed arithmetic 
on why you save only | cent a day by keeping your 
office machines 10 years instead of 5. Royal Typewriter 


Company, Inc., 2 Park Avenue, New York 16, New 


He’s listed in the Classified Telephone Directory 
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This is the This is the 
“WALK AROUND” TABLE METHOD STACKED BIN METHOD 














HOW MUCH DOES IT COST? 


How much does it cost you to collate papers into sets? Hundreds of 
wasted dollars if your office uses any other method than that pic- 
tured in the lower right corner. Why? Because the Thomas Collator 
saves you from 40% to 70% of your collating expenses — while 
boosting efficiency by more than 500%! What's more, it's a fast, 
accurate, and simple-to-operate machine with “built in” features 
that make it virtually impossible for a blank or misprinted sheet to 
slip through. If you are interested in saving time, cutting expenses, 
and increasing efficiency, you owe it to yourself to write for com- 
Cat Melelitelelilouttis t-Mltiolgutel ives 


‘2 


vy Pn 
Kin NANA, NN 


This is the THOMAS MECHANICAL METHOD— 


GATHERING TRAY METHOD fast, convenient, efficient and accu- 
rate... savings of 40% to 70%. 


This is the 





FREE — write for 
free nti cost a eo 


yeaa’ sheet that 115 Sales and Service Offices 
agian ditt. ~~~“ wpa from Coast to Coast 


save up to 70% on 
even the smallest job. er ® 30 Church Street, Dept. B., 
New York 7, N. Y. 


» Ss 2s 2 @& @ 6 2S 6.86 06.93 288 OS 7 Cer senes t+ 82 e828 8 8 ses 6 6868 2 286° 8 8.9 


Visit our Booths (601, 602, 701, 702) at the NOMA Seeeiition. 
May 25th to 28th at Mechanics Hall, Boston, Massachusetts. 
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— Lhe 
Accountants 


Apparently our situation in respect to 
the supply of clerical workers is amongst 
what might be called the unique or at least 
minority group. Whatever the causes, our 
clerical openings have been filled without 
difficulty and I might add that we have 
been in the fortunate position of being 
selective in our choices. We did experi- 
ence some difficulty in a few instances in 
the hiring and placement of first class secre- 
taries during the first quarter of last year. 
H. NELSON MOREY, Administrative 
Assistant, Champion Paper & Fibre Co., 
Hamilton, Ohio 

Our office finds this less acute than the 
average. We have always been able to re- 
cruit our forces as needed and for many 
years have never been in any trouble. In 
fact, we have something of a waiting list for 
clerical workers desiring employment with 
us. We are using the very latest advances 
in office machines and our electronic equip- 
ment not only relieves any possible short- 
age of workers but also produces results 
in the shortest possible time. Our offices in 
Hamilton, both the general office and the 
Ohio division, are almost completely 
equipped with electric typewriters and the 
very latest in sorting and listing machines. 


WALTER A. McDONOUGH, Vice President ana 
Controller, Northern Indiana Public Service 
Co., Hammond, Ind. 

We are pleased to advise you that the 
company has for many years used Sund- 
strand accounting machines in its general 
accounting and payroll departments and 
International Business Machines equipment 
for preparing its customers’ bills. While we 
recognize there has been a shortage of cleri- 
cal employees, the company has been able 
to obtain the necessary personnel and re- 
placements to carry on its normal account- 
ing functions. We are of the opinion that 
the situation with respect to clerical em- 
ployees is universal and do not believe our 
experience in this respect differs greatiy 
from any other utility company or industry. 
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Find 
Mirado 
Pencils 

Smoother 


...and so will you! 





In Masked Pencil tests conducted by 
the Ross Federal Research Corp., 
accountants from coast to coast con- 
sistently chose *Eagle *MIRADO as 
smoother than the other pencils they 
were using. Test MIRADO yourself, 
You, too, will find it smoother, 
stronger, and longer-wearing . . . or 
your money back. 


each East of the Rockies 


EAGLE PENCIL CO. 


New York e London e¢ Toronto *®) 
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SAVE TIME 
MONEY 


FILE OFFSET PLATES 
and STENCILS 
THE ATLAS WAY 


JUMBO 
MODELS 


° Efficiency 
* Economy 
¢ Protection 


The Jumbo is avail- 
able in two sizes 
Regular Jumbo — 
For standard offset 
plates, stencils, etc. 
52" nigh, 16" wide, 
28" deep 

C Jumbo — For 
both standard and 
large (to 21" 
width) size offset 
plates, x-rays, 
maps, etc. 

52" high, 26!/" 
wide, 28" deep 


SH Series Hangers—especially engineered for the 
filing of Multilith plates. Available in 12'', 14°’ and 
22" widths. 


PSC Series Hangers (spring clip) Especially engi- 
neered for straight edge offset plates, x-rays, maps, 
stencils, etc. 


See the complete line of Atias Files and Patented 
Hangers at the NOFA Convention, Booth 137 


ATLAS STENCIL FILES CORP. 


1662 EAST 118th STREET, CLEVELAND 6, OHIO 
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N. Y. LIFE RAISED 
OFFICE PRODUCTION 
31% IN 10 YEARS 


DEVEREUX C. JOSEPHS 
President, New York Life Insurance Co. 


EK must take advantage of every 
opportunity to reduce operating 
expenses to provide the public 


with our products at the lowest possible 
net cost. But as we introduce cost-sav- 
ing methods and machines that are un- 
familiar to our employees, we must never 
lose sight of the personnel problems that 
are involved in such changes. The re- 
lation of men to machines, and the prob- 
lems of coupling manpower and ma- 
chine power effectively, are requiring 
more and more attention by management 
with each passing year. 

To illustrate the pace at which 
methods of reducing costs are becoming’ 
available, I shall quote from the experi- 
of the New York Life. We cer- 
tainly do not claim to have the latest 
and best answers. Many of our ideas 
have been adapted from the experience 
of others. We have completed only a 
small part of what we know can eventu- 
ally be done. 

Between 1940 and 1950 our insurance 
workload increased about 22%, while 
the manpower applied insurance 


hew 


ence 


to 
operations declined 7%. In other words, 
our average efficiency—the output of 
work per manhour of labor—inereased 
about 31% during the decade ending in 
1950. In estimating the insurance work- 
load for this purpose, we measured the 
volume of as many different activities 
as we could and combined the data with 
appropriate weights. This was necessary 
because certain kinds of work, such as 
supplementary contract transactions, in- 
creased very greatly, while others, such 
as policy loan and disability benefit 
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Reference 
Position 


Here’s a new, improved 

Standard Boorum & Pease Prong Binder 

to speed office work. Low metal side 
permits flat opening. Special design prevents 
tipping back, even when all the sheets are 
on one side. Button on each end opens light 
but strong positive lock for quick 


insertion and removal of sheets. 


See this economical, new Standard B& P 


Prong Binder at your Stationer’s. A complete 


line of standard sizes available. 


BROOKLYN 1, N.Y. 





FOR EVERY RECORD—A WAY TO KEEP IT 
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Le febure 
VERTICAL SORTERS 


SAVE TIME..REDUCE COSTS 


till 


Alphabetical, 
numerical, 
geographical 

or any other 
special indexing 


FASTER SORTING... .in perfect 


order with less handling! 


LeFebure vertical sorters are tailored to fit 
EACH job. Let a LeFebure trained representa- 
tive study your sorting job and offer a sound, 
workable solution to your sorting problem. 
No obligation of course, just outline your prob- 
lem when writing us. 

FOR FURTHER INFORMATION— 
WRITE FOR FOLDER 808 


CORPORATION 
Le Febure CEDAR RAPIDS, IOWA 


Most complete sorting line available. 


MH DS ley 
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operations, were curtailed. 

The 31% improvement in productivity 
may be interpreted in another way. If 
we had continued our 1940 methods un- 
changed for ten years it would have re- 
quired 31% more labor to get the work 
done in 1950. This would have meant 
employment of 2,000 additional people. 
While it was not necessary to add these 
additional people to our staff, our pay- 
roll during this period has more than 
doubled but that is a matter over which 
we have no control. We pay the going 
wage rate which is set by competition 
among millions of employees and em- 
ployers throughout the country. 

However, the rising cost of operations 
is never out of our calculations. As the 
average payment to each employee in- 
creases—not only direct payments but 
fringe benefits as well—the greater be- 
comes the saving through mechanization 
and the use of improved office pro- 
cedures. Fortunately we are in a busi- 
ness that naturally expands, so that our 
efficiencies do not result in disemploy- 
ment. 

Let me outline a few of the things we 
have done to increase efficiency of opera- 
tion. There is nothing mysterious in 
any part of it and presumably all of 
you have secured even better results. 
First, we have acted the way every 
manufacturing company does when there 
is a searcity of labor: we looked around 
to see if there could be a broader or 
more effective use of machines to in- 
crease the output—the leverage—of the 
individual employee. Inereasing  sear- 
city of clerical workers has stimulated 
the search, and has been matched by 
the manufacturers of office equipment 
who are helping us discard the pick and 
shovel concept of office operation. 


Office machinery is a relatively new 


field. Some can recall the time not 
very far behind us when the typewriter, 
the adding machine and a hand operated 
calculator were the limit of usual equip- 
ment found in the most progressive of- 
fices. The change can be illustrated by 
these figures which give the average 
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Fedders promises 


"IT WON'T GET 
HOT ANY MORE!” 


UMMER’S coming... but it 

won't bea hot, muggy, efficiency- 
sapping summer if you install Fed- 
ders Room Air Conditioners now! 
The all-new Fedders unit gives you 
the exclusive Built-In Weather Bu- 
reau for the weather you want with 
the touch of a button. Work in in- 
vigorating mountain coolness on 
broiling hot days. Fedders cuts 
soggy humidity to healthfully low 
level. Twin filters catch dust, soot, 





pollen... help relieve hay fever, 
keep offices clean! Fedders circulates 
and ventilates with never a draft. 
The handsome unit fits in window 
without alterations or pipes. Fed- 
ders was a sellout last year—better 
call your Fedders dealer now! 











AMAZING exclusive — Pps 
au... utmost in advanced simple 
pee Lets you pall degree of as MAIL COUPON TODAY! 
ness. Ventilate or remove stale air any- FEDDERS-QUIGAN CORP., Dept. 0-3, Buffalo 7, N. Y. 
time... all year ‘round. (0 Please send me a free 20-page booklet on Fedders Room 
Air Conditioners. 
CO TF want to see a Fedders Office Air Conditioning 


F E D D Et R & ; Specialist. 


A great name in COMFORT 
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Remedy 


FOR CORRESPONDENCE HEADACHES 


Everyday correspondence like or- 
der acknowledgments, answers to 
inquiries, and promotion letters, 
can become an expensive headache 
in every busy office. The economi- 
cal remedy is to handle this work 
the Auto-Typist way. Auto-Typist 
equipment, operating any standard 
typewriter automatically, can pro- 
duce error-free personal letters 21/2 
times faster than your fastest typ- 
ist... up to 500 letters a day! 

Salutations, fill-ins are typed 
manually, but the rest is auto- 
matic. Thousands of offices, both 
large and small, use Auto-Typist 
pre-composed paragraph selection 
system to cut their correspondence 
costs. 


Return the coupon for 
complete details about 
this automatic way to 
end costly correspond- 
ence headaches. 


American Automatic Typewriter Co. 
Dept. 54, 614 .N. Carpenter St. 
Chicago 22, Ill. 


Name 


Company 


Address 


value of office machinery in use per 
clerical employee: 1900—$70; 1920— 
$140; 1950—$260. 

Thus, there occurred during the first 
half of this century an almost four-fold 
increase in the value of equipment used 
by the average office worker. Even al- 


| lowing for the element of price inflation 


which explains part of the increase, the 
indicated progress in mechanizing cleri- 
cal work looks fairly impressive. But 
the corresponding trend in capital equip- 


| ment per worker in all branches of in- 
| dustry, over the same period, showed an 


increase of almost eight-fold. Let’s em- 
phasize the point another way, by com- 
paring the present amounts of equip- 


| ment in use. 





In 1950 the average office worker 
was assisted by only $260 of machinery, 
whereas in private industry as a whole 
$1,700 was invested in equipping the 


| average worker. I am quoting rather 
| rough estimates, but the orders of mag- 


nitude and their trends are accurate 
enough for the purpose. These compari- 
sons indicate that we are only on the 
threshold of an expanded rate of capi- 
tal expenditure which will give the white 
collar worker the effectiveness that we 
ean expect from full utilization of 
modern technology. 

So when I say that we are introducing 
in our company mechanical equipment 
wherever possible, we also have our eye 
on future developments. We are eagerly 
discussing with research departments of 
manufacturers and among ourselves pos- 
sibilities of electronic calculators and 
sensitized tapes. We have not  hesi- 


| tated to spend our own money on re- 
| search in this field. With the equip- 
| ment now available we have been able 
| to lighten manual operation in some de- 
| gree in the following areas: 


Premium billing and reporting. 
Preparation of policy records. 
Recording of policy loans. 
Accounting for real estate and mort- 


| gage loans. 


Payments of supplementary contracts. 
(Continued on page 144) 
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Bach, Beethoven and the Boss! 


... with Easier-to-Use 


SoundScriber® 


DICTATING EQUIPMENT 


Thanks to SoundScriber, this salesman will 
listen to all three tonight. His prized recordings 
plus a pep message from the Boss! 
For SoundScriber alone offers a dictation disc that plays back on long-playing 
phonographs. One wafer-thin disc, no bigger than your palm, carries 15 full 
minutes of dictation, mails for a 3¢ stamp! Now you can conduct sales meetings, 
transmit confidential information or personal messages to traveling men with as much 
privacy as though they sat across your desk. 


Like to know how this versatile, easy-to-use dictating equipment can make your 
field force even more efficient ? Mail coupon today! 





SoundScriber Corp., Dept. O-4 
Only SoundScriber Offers You: New Haven 4, Conn. 


1. Automatic On-the-Disc 4. "Television Indexing". Send sample disc and literature. 


Indexing. 


2. Two-Arm Flexibility. 5. The only dictation disc 


‘ useable on long play- 
3. Mail-Chute Size Discs ing phonographs. 


SEND TODAY of 





What Makes a 
Duplicator Pay Off? 


Two basic ways modern office mechanization can save money— 


Let’s say modern office mechanization enables your organ- 
ization to handle its present work load in less time or with 
fewer people. 


Or, let’s say modern office mechanization enables your 
people to handle an increased work load with no increase 
in time. Either way you save time and/or money. That 
is the purpose of modern office mechanization—that is 
the pay-off. 


And, at present wage-salary rates, it is a sizable pay-off. 
But, when you buy modern office equipment, you buy 
only the means of these savings . . . not the achievement. 
The essential role of management— 


Once committed to the goal of achieving these savings, 
management is confronted with four major prerequisites. 
The first of these is the selection of the right equipment 
to satisfy the individual requirements of the organization. 


Next comes the need for knowing all practical applica- 
tions of the equipment. 


Third, the personnel using the equipment must be 
schooled in the efficient operation of the equipment. 


Finally there is the responsibility of management to set 
and maintain standards of operation. 


Lacking any one of these, management fails to realize 
the full savings possible with modern office equipment. 
This is no simple job— 


If management elected to try and keep abreast of all new 
developments in business procedures and methods it would 
have time for little else. Therefore, it has become good 
practice to seek help from qualified specialists. 
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One such specialist is the A. B. Dick representative. 


He is a duplicating specialist. 





He offers mimeograph, offset and spirit duplicating prod- 
ucts and consequently is unbiased. He is qualified to help 
management make an honest evaluation of their duplicat- 
ing requirements and then recommend the specific products 
to satisfy the individual requirements of the organization. 


He has had first-hand experience with many applica- 
tions in many organizations and therefore can supply 
management with practical money-saving ideas. 


He has the ability and the willingness to maintain in- 
struction in the new techniques of MODERN duplicating. 
On average days he spends about seventy percent of his 
time with organizations who have already used his prod- 
ucts. This is because duplicating needs are always chang- 
ing as business changes. New applications are developed. 
And, above all, there is the ever-present problem of per- 
sonnel turnover. 


If you would like to know more about how others have 
achieved these savings—how they have made a duplicator 
pay-off—call your A. B. Dick Company distributor. You'll 
find him listed under Duplicating Machines in the classified 
section of your phone book. A. B. Dick mimeograph prod- 
ucts are for use with all makes of suitable stencil duplicat- 
ing products. 


THE FIRST NAME IN DUPLICATING 
A.B. DICK COMPANY + 5700 TOUHY AVENUE + CHICAGO 31, ILLINOIS 
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FOUR WAYS IMPROVED ! 


NEW full-length sure- 
grip rubber base won't 
slip on smoothest surfaces! 


NEW elevated cutting 
edge, improved design 
supply extra finger space! 


NEW slide-in cutting 
knife stays sharp, can be 
replaced in 5 seconds! 


— —_ 
= 


The new “Scotch” Brand 
Deluxe Desk Dispenser 





EXTRA! Your supplier now has New 


Formula ‘‘Scotch’”’ Cellophane Tape. 


Sticks 6 times tighter than ever before! 








NEW rounded modern 
styling features chip-proof 
finish in lustrous gray! 


RIG US PAT OFF 


SCOTCH Cellophane Tape 


The term “Scotch” and the plaid design are registered trademarks for the more than 200 pressure-sensitive adhesive tapes made 
in U.S. A. by Minnesota Mining & Mfg. Co., St. Paul 6, Minn 








ORDER YOUR NEW DELUXE DESK DISPENSERS AND 
ECONOMICAL 1296-INCH ROLLS OF NEW FORMULA 
“SCOTCH” CELLOPHANE TAPE DO IT TODAY! 


2a, 


also makers of “‘Scotch’’ Sound Recording Tape, “‘Underseal’’ 


Rubberized Coating, “‘Scotchlite’ Reflective ar Seat Non-slip Surfacing, ““3M" Abrasives, ““3M"’ Adhesives 
n 


General Export: 122 E. 42nd St., New York 17, N 


106 


In Canada: London, 


int., Ca 
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To make your work look better... 
Make You look better... Always use 





NGHORN 


CARBON and 
RIBBONS 


You'll get praises from the boss— 
you'll look sharp, be sharp— 
when you use Longhorn Carbons 
and Ribbons. They give your 
work that extra sharp, extra clean 
neat appearance that wins friends 
and influences raises! 

Longhorn Carbon is made in the 
exact weight and finish to suit 
your style...Longhorn Ribbons 
have six degrees of inking—one 


of them just right for your touch. 


Boost your work and boost yourself—ask 
your office manager to buy Longhorn 
Carbon and Ribbons for your officel 
OPE RITE 
emmby ena 


Have You Sent for 


Your Copy of 
WHAT'S YOUR BRAND? _ 
pct thay tka VW Abhah) 


somely illustrated little 
booklet giving unusual 


facts about famous AMERICAN CARBON 


Southwestern cattle 


aataceuee PAPER MFG. CO. 


your reqvest. 





SPEED SAVES MONEY 


Figure work at lower cost. Direct action gives 
instant answers plus positive error control— 
a time and money saving combination. 
Ask your Comptometer representative about 
the many exclusive Comptometer 
features and _ services. 
CoMPTOMETER ADDING-CALCULATING 
Macuines are made by Felt & 
POEs Tarrant Manufacturing Co., 
Ei Ws 
Sw and sold exclusively by its 
Comptometer Division. 
1715 North Paulina St.. 
Chicago 22, Hlinois. 


Offices in all princi- 
pal cities. 


Tue Orrice—April, 1953 








Anyone can produce beautiful 
plastic bound books in 
these 2 easy steps: 





modern ” ? Punch sheets and covers of any size or 
a weight, quickly, accurately 


right in your 
own office! 
-.-and save money, too 





Bind up to 250 books an hour with colorful 


| [2 | GBC plastic bindings 


ng ge ms «Rene Add prestige... utility . . . attention-compelling 
roan cargoes Me uih appearance to reports, catalogs, presentations, and all 
Tae osc printed and duplicated material with this sparkling 
plastic binding. NEW GBC portable equipment 
quickly ... economically plastic binds loose pages of 
all sizes into easy-to-use personalized booklets. Pages 
turn easily ...lie flat. Durable plastic bindings are 
available in a complete range of colors, styles, and 
sizes. Complete GBC office equipment costs less than a 
General Binding typewriter ... saves more than 50% over old fashioned 


Corporation fastener-type covers. Anyone can operate. 


GET YOUR FREE PORTFOLIO-PRESENTATION NOW 


i GENERAL RINDING CORPORATION 
Dept. 0-4, 812 W. Belmont Ave., Chicago 14, Ill. 


Please send me, without obligation, your free PORTFOLIO- 
PRESENTATION that includes prices, applications, and other 
practical information on this modern plastic binding system. 


Name 





\ Organization 





Address 





sighs SS State 


Ces cum ane cus cap Gun cae Ges os 
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ew Produc 


INTER-COM 

Select-O-Phone Div., Dept. 10-D, Kei 
logg Switchboard & Supply Co., 79 W. 
Monroe St., Chicago 3, Ill, makes the 
Select-O-Phone Executive Station for use 
with privacy handset in their dial inter 
communication The Select-O 
Phone system allows talking with from 


system. 


1 to 55 stations, individually and_ pri 


vately or collectively. The Executive 


men by 


Station permits calling 20 key 


them from a 


position at 


and talking with 


comfortable 


name 


relaxed, your 























free, as if 
talk 
office. 


hands 
You can 
your 


thev 
and 


desk with both 
were in your office. 
listen from part of 
Dialing and ringing are automatie with 
no buttons to hold. The 
tion is handsomely finished in 


any 


Executive Sta- 
walnut, 
mahogany, oak or colors to match execu 
tive office decor and the system, which 
can be also used for paging, keeps the 
executive within communication 
of any and all departments or different 
buildings. Select-O-Phone 
easy to install 
companies have paid for their installa 
tion through savings in two or three 
years. A full-color brochure describing 
this system and the new Executive Sta 
tion is free from above address. 


instant 


systems are 


and service and many 


110 


LETTER PLACEMENT GUIDE 

American Writing Paper Corp., Dept. 
O-1, Holyoke, Mass., offers business execu 
tives a free Letter Placement Guide, de 
signed to help the secretary center every 
The 


guide is Slo” x 11”, slips into the type 


letter accurately and attractively. 


writer underneath the letterhead and re 


mains there until the letter is completely 
typed. Sold the guide show 
through the letterhead and indicate cor- 


rules on 
rect margins for short, average or long 
letters. The Letter Placement Guide 
makes it easy to type correctly centered 
letters. It cuts down retyping, saves 
paper. Also offered is a free 
Sample Kit of Eagle-A Papers for busi- 
ness and office needs. 


time and 
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COVER PAPER 

Eastern Corp., Bangor, Me., offers a 
free sample packet of Atlantic Cover 
papers which are designed for offset 
duplicating without smearing. Atlantic 
Cover stock takes the offset ink better 
and produces a clean, dry job. It also 
folds well and comes in a wide range of 
colors for covers on brochures, booklets, 
folders, ete. 


CASH-RECEIPT WRITER 


Reynolds & Reynolds Co., 800 Ger 
mantown St., Davton 7, Ohio, makes the 
Receipt-Rite, designed to eliminate waste 
motion and 


speed the writing of cus 


tomer receipts. It combines three oper 
With the writing of a 
¢ustomer’s receipt, the duplicate receipt 
and the receipts summary are 
posted automatically. The manufacturer 
claims that Receipt-Rite ends time-wast 
ing repetitions, eliminates 


ations in one, 


cash 


transeribing 
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errors and simplifies accounts receivable 
procedures. Since all three entries are 
recorded at one writing, check back for 
errors is eliminated. The Receipt-Rite 
is of durable aluminum construction, 
lightweight and compact, 11” x 13%” for 
convenient desk drawer storage. Rubber 
feet provide greater stability and pro- 
tect desks from scratches. The clip 
which holds receipt forms is stainless 
steel and positive acting for perfect 
alignment. Full information from above 
address. 


Tue Orrice—April, 1953 


CLOTHES RACKS 

Borroughs Mfg. Co., 3002 N. Burdick, 
Kalamazoo, Mich., makes Red Cap Wrap 
Racks in three sizes to hold 6, 12 and 24 
coats. Hangers hold clothes straight 
with no obstructions and coats can be 
hung up or removed quickly without 
fuss. The rigidly constructed steel racks 











welded and have shelves which 
collect dust, for hats, 
Hats rest on round 
rather than on dusty shelves. 


are spot 
will not 
boxes, ete. 


lunch 
rods 
The base 
Finished in green 
or gray baked enamel, each rack is unit- 
packed single 
carton and can be quickly 
Complete information 


holds overshoes, ete. 
complete in a shipping 
assembled. 
from above ad 


dress, 


LABELS FOR TYPING 

Dept. O, 450 At- 
N. Y., makes 
Plastie Flat 
These water, 
dirt, grease and acids, come in six 
widths: 5/16”, 14”, 5”, %4”, 1”, and 114” 
with black, blue, red or green border in 
flat sheets. Samples from above address. 


Labelon Tape Co., 
lantie Ave., 
pressure-sensitive 
Labels for typing. 


Rochester 9, 


Labelon 
resist 
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ELECTRIC TYPEWRITER 

Underwood Corp., 1 Park Ave., New 
York 16, N.Y., makes the 
Finger-Flite Electric Typewriter in five 
models designed for functional efficiency. 
Finished in soft gray with harmonizing 
dark blue base and control keys, it has 
the Finger-Flite keyboard. Keytops, espe- 
cially created for speed and finger com- 
fort, are light gray with 
trolled function keys in dark blue such 


Underwood 


color ¢on- 


as the electric and for- 


ward spacer, to give instant color con- 


margin repeat 
trol between operating and feature keys. 
The Underwood Electric’s top plate has 
been redesigned for greater visibility of 
the writing line and to give the machine 
a lower appearance. Other improvements 
include a wider writing line margin from 
10” on the Model 12 to 25” on the Model 


26: earriage positioning scale which is 
; ge | £ 


helpful in centering headings; three 
position paper bail; push-in type vari- 
able line spacer and impression control 
dial to automatically the proper 
key impact for any desired number of 
carbon copies. In addition, the Finger- 
Flite Electric has many mechanical im- 
provements including new style push 
links and paper pan. The Model 12 is 
priced at $355 with wider carriage ma- 
chines proportionately higher. The Silent 
Electric Model is priced at $455. 


select 


AIR MAIL BOND 
Esleeck Mfg. Co., Turners Falls, Mass., 
offers free samples of Esleeck Air Mail 
Bond, a fine 
opaque stock 
finish in 


watermarked, 50% rag 
Sub. 11 white 


ove" ou" 


made in 


cockle sizes 17” x and 
x 34”. 
able. 


use can be had from above address. 


Envelopes to match are also avail 
Free samples for testing or trial 


MARGINAL CARD PUNCH 
Superior Business Machines, Ine., 122 
East 42nd St., New York 17, N. Y., an- 
nounces the Flexisort marginal punch 
which punches the holes 
and notches the cards in one operation. 
The 


the use of pre-punched cards, which ef 


automatically 


Flexisort system does not require 
fects a reduction in printing costs. Al 
most any kind, size or thickness of card 


stock 


version 


may be used and this permits con 


of existing files into 


The 


operated, 


marginal 


ecards. Flexisort 


punch 
electrically 


punch is 
permits punching 
and notching to be done at a high rate 
full that 


of speed, has a keyboard so 


only one keystroke is needed for each 
digit. 
five to the inch. The machine is equipped 
with repeat keys and also punch elimi- 
nation keys to limit punching to the 
desired It has a dual keyboard: 
the upper section for notching ecards for 


Holes and notches are punched 


area. 
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direct selection of cards by classifica- 
tions, such as etc., 
and the lower section for use in numeri- 
cal and alphabetical sorting. Sorting is 
with a needle as in other mar- 
ginally punched ecard systems. Flexisort 
punches are rented on a yearly basis at 
a moderate monthly rental. Write above 
address for full information. 


colors, age groups, 


done 


ADDING-CALCULATOR 

Felt & Tarrant Mfg. 17165. N. 
Paulina St., Chicago 22, Ill., makes a 
five-column Comptometer adding-caleu 
lating machine with six answer dials 
and capacity of 999,999. It has a rugged, 
reinforced plastic with baked 
enamel wrinkle finish. It is easily port 
able weighing only 13 Ibs. which per 


Co.,, 


ease 


mits operators to carry it from desk to 
from 
Operation of the non-electric five- 


desk or one department to an 
other. 
column Comptometer is similar to stand- 
ard size Comptometers since it possesses 
the same basie features and 
safeguards. The low price of $280 is ex- 
pected to broaden the market for Comp 
tometer products. The company expects 


operator 


to make immediate deliveries. 


PHOTOCOPY USES 

Ozalid Div., Dept. OF-10, General Ani 
line & Film Corp., Johnson City, N. Y., 
offers a free 48-page booklet describir 


o 
ip 
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hundreds of uses for Ozalid photocopies 
with using 
them. tech- 
niques to enable the user to get the most 
value from Ozalid equipment. Specifica- 
tions and characteristics of materials and 


ease histories of systems 


There is also a section on 


machines are included. 


DICTATING MACHINE 

Magnetic Recording Industries, 30 
Broad St., New York 4, N.Y., announces 
the fifth anniversary model Dispatcher 
Voice-Master Dictating Machine with 
Velvetone sound system which combines 
ervstal clear intelligibility with listen- 
ing comfort. A built-in RCA oval speaker 
and more than twice as much dictation 
time per dise are other features of this 
instrument. The Voice-Master Dispatcher, 
a low-cost combination dictating-tran- 
scribing instrument, is the result of five 


research in the field of magnetic 
has all the features of 
previous Voice-Master models like auto 
matic on-the-spot which al 
lows the executive to change his dicta 


a4 


years 


dise dictation. It 
correction 


tion by simply talking over unwanted 
words and gives the secretary a ‘‘per 
fect’’ letter 


cording discs are 


for transcription. All re 
guaranteed for one 
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year irrespective of the number of re- 
uses. The instrument lbs., 
and is complete self-en- 
closure. A leatherette  air- 
travel case is optionally available. Fur- 
ther information from 


weighs 12 
with its 
handsome 


own 


above address. 


COLLATOR 


Mendes Corp., 104 Brookline 
Ave., Boston 15, Mass.., 
Collator, a completely automatic upright 
gathering with eight stations 
which will take sheet sizes ranging from 
gale dey gece sb inde oa Fs 
a 4” stack of 
portable, 


J. Curry 


makes the Curry 
machine 
Lach station holds 


The 


ensters 


sheets. machine is 


mounted on and will 


" 


fit into a 26” x 34” floorspace. <A vari- 
able speed device gives the machine a 
range of from 15,000 to 30,000 pickups 
per hour, and will gather weights of 
12-lb. up to 100-lb. paper. Each 
station is equipped with calipers which 
stop the machine instantly if a sheet is 
missed or a double is picked up. <A 
light flashes on at the station where the 
mistake has been made. Piles of paper 
are automatically kept at proper feeding 


from 
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height. Sheets are lifted by suction feed- 
ers and pushed into rollers which in con- 
junction with vertical belts, propel eight 
sheets at a time into a single receiving 
tray; or four sheets into a tray on one 
side of the machine and four into an- 
other tray on the opposite side of the 
Both trays are within easy 
reach of a single operator. Machine is 
68” high, weighs 450 lbs., has 1% and 
1% hp, 110 v. Illustrated litera 
ture above address. 


machine, 


motors, 


from 


SPIRIT DUPLICATOR 
1840 S. Kostner Ave., 
makes the Model 70 
Duplicator which is 
will produce 
minute. It 
when filling and 
brass tank with 
There is no 


Hever 


Chicago 23, 


Corp., 
fii., 
Conqueror Spirit 
hand operated 
than 100 eopies per 
fluid 


operating, 


and more 

has 
visible supply 
and plate 


glass insert holds 32 ozs. 


Tank delivers 
fluid to the main wick 
applies it to moistening roller 
and a secondary distribution wick as- 
sures even moistening. Adjustable pres- 
sure control allows maximum runs from 
removed from 
impression and moistening rollers in the 
‘*off’’ position. 


pump or hose, metered 
quantities of 


which 


masters and pressure is 
Master clamp is eali- 
brated for easy centering of paper and 
a raise and lower control with 6” range 
allows centering copy on paper quickly. 
An easily read, 3-figure reset counter is 
standard equipment. Perfect registration 
is assured by the dead roller design— 
paper is fed while moistening roller is 


stopped. The rotary feed has large paper 


capacity and machine is modernly styled. 
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ELECTRIC BINDING PUNCH 
General Binding Corp., Dept. O-4, 812 
W. Belmont Ave., Chicago 14, Tll., has 
added the Model 116-EP 


electric pow 


ered punch to its line of plastic binding 
machines. This model will punch 20,000 


F’ 


sheets an hour with up to 28 holes or 
16”, The standard cost of 16” of power 
dies formerly needed for this production 
closely approximates the entire cost of 
this unit. The Model 116-EP weighs only 
180 lbs., is 48” wide, 18” deep and 33” 


high; powered by a 1% hp, 115 v. AC 
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motor. Operator needs no special train- 
ing. Set-pins are located over each punch- 
ing die and removal of a pin renders 
that die inactive. Thus the operator can 
vary the number and location of holes in 
a few seconds without tools. A footpow 
ered companion unit binds the punched 
sheets into plastic bound booklets. I 
lustrated literature showing the 
plete operation can be had from above 


com- 
address. 


ALUMINUM CHAIRS 
Cramer Posture Chair Co., 1205 Char 
lotte, Kansas City 6, Mo., offers a free 
brochure \luminum 
Susiness Chairs with full specifications 


illustrating Cramer 





ALOMINOM 
BOSIWESS 
CHAIRS 














and prices on each of more than a dozen 
different 
posture chairs, side arm chairs and side 


models including executive 


chairs in matching lines, 


FOLDING TABLES 

Institutional Sales, 4930 
52 Portico St., Philadelphia 
14, Pa., makes King Arthur 
Multi-Purpose Folding Ta 
which will 
3000 Ibs. Tops are For 


bles support 


mica or moisture-resistant, 
warp-proof %” 5-ply wood 
Salem 


finished in maple 


and unmarred by screw 


heads or nailheads with 
edges protected by alumi 
Rigid, rust- 


proof steel folding legs are 


num molding. 


easily opened or _ closed 
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and 
when 


compactly for storing eliminate 
rickety makeshifts table 
King Arthur Folding 


extra 
space is needed. 
made in a wide 
30” x 36”, 36” x 36”, 30” x 


1" (nw —_ 
60", 350 K 42 


Tables are range of 
48”, 
and 30” x 96”; 

48”, 54”, 60” 
half-round 
Complete information 
had from 


S1Zes: 
30” x 
tables in 36”, 


also round 


and 72” diameters; and a 
model 48” x 96”. 
and 


above 


dealer’s name can be 


address, 


DICTATING MACHINE 
Scribe Corp., Dept. 0-4, 2835 N. Kedzie 
Ave., Chieago 18, Ill., offers a free book- 
let which deseribes the Seribe tape die- 


tation system using Scribe machines with 
one-lever control and snap-on tape maga 
zines Which are good for years of normal 
use without resurfacing. 


EXECUTIVE DESK 
Executive Furniture, Ine., P.O. Box 
1048, Oklahoma City 1, Okla., makes the 
No. 130 Desk with 4-drawer pedestal. It 


WwW 


is shown here equipped with a 36” x 77 
x 14” veneered-edge top with 10” radius 
at rear and 4” radius in front 
but it with any size or 


eorners 


can be made 


116 


style of their standard range of tops. 


Drawers are roller bearing suspended 


and larger file drawer is interchangeable 


can be located in either top or 
part of either pedestal by the 
user as desired. Also made are matching 


so it 
lower 


credenzas with locked cabinet pedestals 
and pull-out slides for phones, dictating 
and inter-com equipment, and adjustable 
Write for full 
information. 


shelves. above address 


TYPING BOOKLET 

International Business Machines Corp., 
Dept. OF-1, 590 Madison Ave., New York 
22, N. Y., offers a free booklet, ‘‘ How to 
Make a Perfect Impression,’’ which tells 
how to prepare attractive bulletins and 
brochures, as well as distinctive-looking 
correspondence. All special features of 
the IBM Executive Typewriter are de- 
seribed and are given for 
their most efficient use. The procedure 
for preparing copy with a straight right- 
hand margin is explained as is propor- 
tional letter spacing which results in 
typewritten pages comparable to book 
work with the elimination of rivers of 
white space. On the IBM Executive 
Typewriter, the width of a letter is meas- 
ured in units; for example, an ‘‘i’’ 
two units, an ‘‘e’’ is three units and a 
‘‘w’ is four units. The booklet contains 
a simple guide to these measurements. A 
clear explanation of the changing of car- 
bon and fabric ribbons, how to vary 
regular line spacing and relocate the typ- 
ing position, as well as points on caring 
for the typewriter are all included. 


instructions 


is 


TAPE-DISPENSER CATALOG 


Manufacturing 
free 


Minnesota Mining & 
Co., St. Paul 6, Minn., 
8-page booklet showing 
line of taping machines and dispensers 
for use with the than 200 Scotch 
brand pressure-sensitive tapes. The book- 
let pictures 49 dispensers and taping ma- 
chines; describes hand dispensers; sta- 
tionary dispensers; portable, heavy duty, 
and desk dispensers; definite length dis- 


offers a 
their complete 


more 
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pensers; apron tapers; standard job ap- 
plicators; and custom built models. It 
tells which Scotch brand tapes can be 
accommodated; plus the logical uses for 
pach dispenser or taping machine. 


COLLATOR ATTACHMENT 

Thomas Collators, Ine., Dept. B, 30 
Church St., New York 7, N. Y., makes 
trays for use with any 
Collator which allow collating 
pages from 3” x 8” to 19” x 24”. Trays 
can be installed and adjusted to the 
desired size in a few seconds by adding 


adjustable 
Thomas 


two components to the width and turn- 
ing a thumb which adjusts the 
length. If desired, they ean be 
lated to collate papers and ecards of vary 
The trays 
can be purchased as optional equipment 
on new Thomas Collators or ordered 
separately for use with present 
Full information from above address. 


screw 


regu 


ing sizes in the one operation. 


ones. 
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ELECTRONIC COMPUTER 

Engineering Research Associates Div., 
Remington Rand Ine., 315 Fourth Ave., 
New York 10, N. Y., announces the ultra 
high speed ERA 1103 general purpose 
electronic digital computing system. De- 
veloped originally for the government, 
the ERA 1103 provides storage capacity 
up to 17,408 superspeed registers plus 
unlimited supplementary magnetic tape 
bulk storage, high operating speed (60 
micro-seconds per unit of addition) and 
wide programming versatility. First 
commercial models will be available for 
delivery next year. Among its potential 
applications are: air traffic control and 
air defense, aircraft simulation, auto- 
matie data reduction, general industrial 
and planning, and _ scientific- 
mathematical computation. Its use in 


economie 


automatic process control, as a prelude 


to ultimate development of an ‘‘auto- 
matie factory’’ is probably the most 
significant industrial The 
computer will make it possible to apply 
automatic processing to a large oil re 
finery or chemical plant. Its operational 
characteristics make possible using the 
input-output 
magnetic 


application. 


system ap- 
tape, 
eard 


most efficient 
plicable to a problem: 
teletvpe communications 
readers, photoelectric tape readers, ana- 


cireuits, 


log-digital converters, card punches, elee 
tric typewriters, high speed tape punches, 
process actuating mechanisms, graphie 
visual displays or high speed tabulators, 
Actual (addition, multipli- 
cation, with 


lightning-fast computer 


ealeulations 
ete.) are made 


The 


division, 


speed, 
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BI92E Electric Printing Calculator 


barrett 


TEN-KEY PRINTING CALCULATORS 





ADDING AND LISTING 
DIRECT SUBTRACTION 
MULTIPLICATION 
DIRECT DIVISION 
The two models shown here, the Barrett Electric BI92E 
and the Barrett Hand Model B192, are designed to save 
machine hours continuously—for years to come. Both 
have many exclusive features, precisioned by Monotype. 
Dials visible at all times and all calculations are shown 
on printed proof. Special Multiply Key, as easy and 
simple as adding. Transparent paper 
cutter for complete visibility. Items 

and totals up to 9,999,999.99, 


BARRETT ADDING 
MACHINE DIVISION 
Lanston Monotype Machine Company 
Twenty-fourth at Locust Street Philadelphia 3, Pa. 


B 192 Hand-Operated Printing Calculator 





memory facilities (electrostatic, magnetic 
drum and magnetic tape) store the data 
and control circuits handle the routing 
of information in the computer while 
the problem is being solved. The elec- 
trostatic storage system can read out 
data within a few millionths of a second 
and the magnetic drum with almost 
equal speed. The magnetie tape’s ad- 
vantage is in its compact unlimited stor 
age capacity. As an example of its 
speed it can add 16,700 10-digit numbers 
in one second. The ERA 1103 computer 
system is housed in cabinets of modern 
design occupying an area slightly smaller 
than the ground floor of an average 
It weighs about 10 tons and has 
$500 electron tubes which operate on 
less power than four double-oven electric 
ranges. The computer’s circuits and 
controls facilitate preventive diagnostic 
under synthetically severe 
conditions so that components of mar- 


house. 


procedures 


ginal performance are recognized and lo- 
cated before they 
failure. 


cause operational 


CONTINUOUS RECORDER 
SoundScriber Corp., Dept. O-4, New 
Haven 4, Conn., makes a Dual Continu- 
ous Recorder which provides a half-hour 
of continuous, unmonitored recording, 
without reloading. Approved first by the 


military forces and now available for 
civilian use, the machine has a_ basic 
3314 rpm speed with two arms and two 
turntables which enable it to perform 
a variety of recording functions, It can 
be actuated by any predetermined signal 
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A MESSAGE TO USERS OF ONE-TIME CARBON FORMS: 
ee by) oe m 
You're Throwing Away 


52,992 Every Year!” 


That's what we told an insurance company three years ago when 
we looked at their continuous forms-writing system. 


They were using one-time carbon paper (the kind you use once 
and throw away) with an 8% x 7 nine-part continuous form. 


They used about 200,000 forms a year. Their cost for the one-time 
carbon paper in every thousand forms was $16.56. That was $3,312 
per year for the carbon paper alone! 


“Why throw away carbon paper,’’ we asked, ‘‘when you can use 
it over and over again?” 


We explained that Repeat-O-Pak Floating carbon paper (the kind 
you automatically use over and over again) would do a faster, cleaner 
job for only $1.60 per thousand typed forms . . . a savings of about 
$14.96 per thousand! A trial installation proved it. 


They switched to Repeat-G-Pak floating carbon paper three years 
ago and they've saved an average of $2,992 on carbon paper each year! 


If you are using one-time carbon paper with continuous forms, send 
us a sample of your form, the approximate yearly quantity and the 
name of,your forms-writing equipment. The facts may save you plenty, 
too! There’s no obligation. 


Repeat: U+Pak 


STANDARD MANIFOLD COMPANY Dept. A7-53 


Carbon Papers © Inked Ribbons « 333 W. Lake St. © Chicago, Ill. ©¢ Offices in 
Principal Cities - In Canada: Budge Carbon Mfg. Co., Ltd., Montreal 3, Quebec. 


*foating carbon paper for continuous forms used on all kinds of forms-writing machines 
... LB, M, and Underwood Formswriters... Moore Carbon-Saver and Uarco Adapters. 
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or by voice. The Dual Recorder is com- finding. There is also a telephone re- 
prised of two machines hooked up in cording unit inbuilt, which tends to 
tandem. A second turntable starts auto- equalize the near and distant level of a 
matically after 14%4 minutes recording voice recorded from a telephone circuit. 
on the first turntable, alowing a 30 sec- 

ond overlap. Simultaneous recording on PRESSURE-SENSITIVE LABEL 


both turntables can be accomplished by Cel-U-Dex Corp., 1 Main St., Brooklyn 
lowering both recording arms and start- 41 N, Y., makes the Bind-X label holder 
ing both turntables. There are two for use on shelves, bins, parts, loose leaf 
complete amplifiers, one for the record- 
ing and one for playback, independently 
controlled for simultaneous recording and 
listening. Simple controls for all oper- 
ations are on the front panel. Machine 
uses Vinylite plastic dises, 5%” in di- 
ameter and .010” thick, which record 15 
minutes on each side. The sound groove 
is embossed, not cut, by a diamond re- 
cording stylus. The Dual Recorder 
weighs only 32 lbs. and is easily carried. 
Time seales and light beams indicate in 
quarter-minutes the position of recording books and binders. It consists of a 
and playback arms on the dise surface, transparent plastic window 1” or 4” 
as an aid to precision logging and place wide and in 6” lengths which can be cut 


Labor Saved — 50%, Errors Reduced — 75°% With The New 


Ayres Payroll Tax Computer 


wNOLDiy, Split-Second Computation Of 
Fi F.1.C.A. and Withholding Tax 


Why toil with dog-eared charts and reams of 
figures, when payrolls can be so simple! The 
AYRES PAYROLL TAX COMPUTER is one 
of the greatest time-saving devices offered to 
payroll clerks, auditors and bookkeepers since 
Withholding and F.I.C.A. taxes went into effect. 
A simple twist of the fingers is all that is re- 
quired to obtain accurate tax 

deductions—all on one line- 
from any wage payment to any 
employee regardless of number 
of dependents or pay period. The 
, Ayres Calculator has proved it- 
ea pid | | self in concerns whose employees 
$14.95 range from 20 to 20,000. 


complete 10 DAYS FREE EXAMINATION 
Write today for your Ayres 


Calculator—co ete yi > 
CHECK THESE FEATURES dress a our Seen. ,, 
@ Never obsolete—if rates change, new charts easily placed. greg Mt gone, Hg Sage nt 
@ Drum of your choice—for weekly, bi-weekly, monthly or semi- 10 days in your own office, then 
monthly payrolls. @ Gov't approved calculations. @ Recom- . a, — send only 
mended & used by C.P.A.'s. @ Requires small space—only 9"' 10 p ta ae ‘Gan eames, Gone 
long, 4"' high. ©@ Pays for itself in 30 days. now! 


APPLAUD SALES CO. Dept. OM-4, 98 Park Place, New York 7, N. Y. 


at 





. 
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“Due in the morning” . . . And the last- 
minute rush wasn’t all Fred’s fault. The 
reports he depended on from the other de- 
partments were late, too. 

The crisp efficiency of Gilbert ledger pa- 
pers offers one easy way to help cut delays 
. . . reduce overhead. They eliminate time- 
consuming annoyances... hard-to-read era- 
sures, dog-eared ledgers, and floppy sheets 
that won't stand up in the files. 

Gilbert ledger papers are made with new 
cotton fibres for strength. Then, too, they are 


Dreadnaught Ledger... . 100% new cotton fibre 
. 75% new cotton fibre 
Dauntless Ledger... . 50% new cotton fibre 
new cotton fibre 


Old Ironsides Ledger . . 


Gilbert Ledger... . 25% 


tote 
te Mbt, 


Mii ty 


‘ 
TT) 
tht 


tub-sized, air-dried, permitting neat erasures 
and giving a better writing surface. 

These ledger papers are ideal for other 
tough jobs, also, such as price lists, part lists, 
instruction sheets, and many other types of 
business forms. 

There’s a complete line of Gilbert ledger 
papers with a wide variety of sizes, weights, 
and colors as well as 
special finishes for 
hand-posted or ma- 
chine-posted ledgers. 


GILBERT 


PAPER COMPANY 


— Q s 


MENASHA wisconsi™ 


Gilbert ... America’s most complete line of quality business papers 





NCE et a) PRECISA 


EXCLUSIVE RECALL 
KEY IS THE GREATEST 
ADDING MACHINE AD- 


MULTIPLICATION Ello 


DOUBLE AND TRIPLE CIPHER KEYS 
OR SINGLE CIPHER BAR 


PRECISA 

ENGINEERS WORK 
WITH ONLY ONE GOAL 
IN MIND: TO BUILD 
THE WORLD'S BEST 
ADDING MACHINE, 


EYE EASE GREEN FINISH 
FINGER EASE KEYTOPS 
MODERN DESIGN 
COMPACT 


PI 44444444 


THE PRECISA 1s 
WITHOUT EQUAL, 
CALL TODAY FOR A 
DEMONSTRATION TO 


CAPACITY CHOICE: Sj ® : SEE FOR YOURSELF 
; WHAT PRECISA EN- 


8 TOTAL 9 i, P / GINDERS HAVE DE- 


10 TOTAL 1! VELOPED FOR YOU! 


ALL ELECTRIC 


WORLD WIDE SALES 
AND SERVICE QUALITY - INTEGRITY 


PRECISA CALCULATING MACHINE CO., INC. 
375 WEST FOURTH SOUTH, SALT LAKE CITY, UTAH — P. 0. BOX 1557 
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to any needed dimension. The window is 
backed by a strong reinforcement coated 
with pressure-sensitive Latex adhesive 
which adheres the label holder to any 
surface. The user inserts a printed, 
typed or handlettered label into the win- 
dow. Labels are made in eight colors 
and are easily inserted and removed. A 
6” Bind-X label costs 30e and cuts into 
three 2” labels, the average size used. 


DUPLICATOR FLUID 


Potomac Products Corp., 1107 19th St., 
N.W., Washington 6, D. C., announces 
that its top grade PPC Duplicator Fluid, 
which was manufactured exclusively for 
the government the last few years, is 
now available to the trade. The formula 


is 95% methanol and 5% ethyl cellosolve, 
both of which are absolutely guaranteed 
harmless to metal or rubber. This tested 
and proven formula meets the rigid gov- 
ernment specifications No. OD825. PPC 
is rapid drying and produces the maxi- 
mum number of clean brilliant copies at 
economical cost. It is sold under money 
back guarantee to both dealer and user. 
PPC Duplicator Fluid retails at $3 a gal- 
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It's a TYPING TABLE! 
it's a DESK! 

It's a CABINET! 

it's a STAND! 


Sensational "4 in 1" UNIT 


YOU'LL FIND dozens of uses for this multi- 
purpose combination cabinet and desk-table. 
Meets the need for a compact, low-cost 
storage and working unit for every home, 
office, library, hospital, school, and retail 
establishment. Sturdy welded steel construc- 
tion, durable Neutral Grey finish. Com- 
pletely set up—no assembly required. 


29” High, 32” Wide, 20” Deep 


Knee Opening 1614” Wide 
Cabinet Door 12'/4” Wide 


(Model 153—shown) $29-95 FOB 


Retails for ONLY CHICAGO 


$36:75 


PROMPT DELIVERY—ORDER NOW 


HALVERSON 


SPECIALTY SALES 
(Subsidiary of Mim-E-O Stencil Files Co.) 
1217 West CHESTNUT STREET 
Chicago 22, Ill. 


MODEL 153-D WITH 
4"' RIGHT-HAND 
DRAWER ABOVE DOOR 











lon with liberal dealer discounts. Re- 
tailers, dealers, jobbers are invited to 
write above address for the PPC Profit 
Plan. 


AIR CONDITIONERS 
Carrier Corp., 300 S. Geddes St., Syra- 
N.Y., makes air conditioning 
units which the air through the 
front grill, and dehumidify and 
filter it 
the room. Carrier units can be installed 


cuse 1, 
draw 
cool, 
twice before releasing it into 
in a window with the grill projecting no 
than the line of drapes. Air 
enters or leaves only through the front 


farther 


or back panels which eliminates all air 
inlet and outlet grills 
top and bottom of the unit, completely 
solid 


from the sides, 


enclosing and insulating it in a 
box of girder construction. It can be 
placed in a simple framed opening in 
the wall or transom with only the grill 
showing inside the wall, or it can be in 
stalled entirely inside the room with the 
back inlet fitted to the opening. It can 


be used on a portable stand for rental 








purposes in hotels or installed in any 
one of 14 ways. Designed to fit unobstru- 
sively into a room, the decorative front 
panel is circled by finned air outlets 
which insure against drafts anywhere in 
the room. The grill is made of a neutral 
color blend material to harmonize with 





Branch Offices . . 


need. 





The Hew Time Saver 


SORT PAPERS Alphabetically . . . Geographically 
. . » by Incoming Mail . . . Outgoing Mail .. . 


. Accounts, etc. Use any standard 
file index—or make indexes to suit any special 


SPEEDS up sorting, with papers 
in "findable" condition in half 
the former time. Folders are held 
at inclined angle, for instant 
insertion of papers. Unit expands 
so a whole day's mail or work 
can be efficiently sorted for in- 
side or outside destination. 

Enables large mailings to same 
point to be sorted for sending 
in one envelope—saving postage 
and addressing time. 


NEEDED BY EACH WORKER 
WHO 


handles multiple papers going to 
other desks 


receives incoming mail or dis- 
patches outgoing mail 


handles multiple sales tickets or 
invoices for the same account 


sorts freight bills or any other 

papers for inside or outside use. 
Of all aluminum, Evans Sorting 
Unit is expandable and col- 
lapsible. Price $10.00 (file 
folders not included). 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 
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NATIONAL’S 
7slbsle 


..- Hundreds of Records — Every Record in Sight! 


For Accounts Receivable, Credits, Collections, Stock and Purchase, 
Employee Records and many other uses, VISIBLE RECORDS speed 
your posting, your fact-finding, and the adding or removing of record sheets. 


New “PRONGMASTER" adds even more speed 
Yes, and to make recordkeeping even faster 
and more efficient National introduces 
Prongmaster. Its automatic shift permits 
taking out or inserting single sheets and 
retaining the original spacing without re- 
moving any other sheets in the binder. 
Binders handle more sheets and open flat 
for easy posting ... sheet lifters raise sheets 


smoothly over prongs . . . a shift lock pre- 
vents accidental operation. Single binders 
may hold as many as 1900 records. Ask 
your National stationer or write for folder 
VR53. 


« 
NATIONAL BLANK BOOK COMPANY 
HOLYOKE, MASSACHUSETTS 
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15% to 20% more copies per 12-or. tube 
Clean, sharp work on mimeo bond 
Fast drying — no smear, no offset 


Black and colors with minimum 
penetration 


Won't pack on distributor bar 
Won't drip from silk screen 
Won't harm stencils or silk screens 


Won't harden on waver rolls or bakelite 
cylinders 


Special odapter head on tube fits 
Gestetner ink pump 


Washes off hands with soap and water 


Write for name of 
neorest dealer 


INK SPECIALTIES CO., INC. 


523 N. HALSTED ST., CHICAGO 22, ILL. 
IN CANADA 
Carbon Paper Service Bureau 
177 King St., West Toronto, Canada 





surrounding colors. There are 10 models. 


| Window units are %4 hp ($239), % hp 


($319), 3% hp ($399), 1 hp ($474) with 


thermostatic models in the two larger 


| sizes at slight extra cost. Console models 
|eome in 1 and % hp, plus a 1 hp and 


hp console with watercooled condensing 
where outside air supply is not avail 
able. The ™% hp unit provides a quick 
cooler to build a pool of cool air from 
the floor upward. Once the air around 
the occupants has been cooled, the units 
ean be switched to normal operation. 
All models can use outside air, room air 
or 2 mixture of both. The Carrier Humi- 
trol on the three larger models can be 
set for greater cooling to quickly pull 
down temperatures in crowded rooms. 
The two larger models can be set for 
greater moisture removal on extremely 
humid days. When shipped, the con- 
tainer is lined with wax so the unit 
polishes itself on the way. 


SPOT STENCILS 


Sten-C-Labl, Inc., 289 Snelling Ave., 
N., St. Paul 4, Minn., makes Sten-C- 
Labls which are prepared as a by-prod- 
uct of regular typing for addressing. 
Sten-C-Labls, of different sizes, may be 
part of an invoice or bill of lading forms 


set and typed at the same time that 
the name and address are typed on the 
forms. Then the stencil is detached to 
be used for addressing the shipment or 


|making as many address labels as de- 


sired. The stencils can also be typed 


| separately or handwritten. A hand ap- 
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Do ¥OU use a cockle-finish 


‘bond for your letterheads? 


Then you'll want to know this! 





That rough-smooth finish you like so much 
is obtained by running the paper through a 
special-sizing ... followed by hot air drying 
while paper is held at a carefully controlled tension. 
The process is standard but it takes a special skill to 
obtain a truly even surface across big sheets of paper. 
And throughout the industry, Rising is acknowledged 
for its superior techniques—another reason Jiri mele tia 
why Rising production is up 334% since 1948. Bika 
That’s the equivalent of over 900,000,000—almost 
a billion letterheads! 


Write for your copy of ‘Fine Paper at Its 
Best—and How it Gets that Way.” 


For name of nearest 
Rising merchant, 
write or ‘phone 

RISING PAPER CO. 

Housatonic, Mass. 


Take a good look’ at the specific qualities of . . @ | 


AND REMEMBER . .. “Fine Poper At Ite Best” costs no more . . . so why not have the best! 





LOOK! 


Before You Buy 


Chem-Board Storage 
Files are permanent. 
They cost and weigh 
about 50% less than 
steel; cost less than 
some corrugated paper 
files. They are shipped 
assembled ready for 
use, securely stitched 
with steel wire. They 
have no gum or fixtures 
to work loose. See other 
features below. Write 
today for list of users 
and illustrated price list. 


CONVOY, INC., P.O. Station B, 
Box 216-H, Canton 6, Ohio 





Supports 

over 540 pounds 

and operates easily! 

FEATURES ... stack to ceiling © mate 
together vertically * operate freely without 
sagging or binding * repel vermin ° can’t 
rust * are impervious to moisture * have 
positive drawer stops * follower-blocks are 
available. 


CONVOY -Coard, 
STORAGE FILES 


128 


plicator is used to imprint the address 
from the stencil. An illustrated brochure 
which describes systems using Sten-C 
Labls to save retyping and eliminate 
errors can be had free from above 
address. 


ELECTRONIC COMPUTER 

Underwood Corp., 1 Park Ave., New 
York 16, N.Y., announced that the 
Elecom 100 electronic computer was ac- 
cepted by Army Ordnance officials at 
Aberdeen Proving Ground after 60 hours 
of nonstop tests. The machine, which 
sells for under $100,000, made 4,212,000 


computations without an error in the 


first 42 hours of operation. Human hands 
did not touch it during the entire test 


| period but it was stopped over a week- 
| end. 


A protective device turns off cur- 


| rent automatically in case of error, so 
machine will operate unattended. Com- 
pact in size, it operates on 110 v. AC. 
Advanced model Elecom 120s are being 
made for record keeping and data-han- 
dling. 


Subsequent machines will cost 
less as models are put ‘nto mass pro 


duction. 


SPOT CARBONIZING 

Spot Carbon Products, 54 Lafayette 
St., New York 13, N. Y., does spot car- 
bonizing by the electronic hot wax proce- 
ess which absolutely 


assures accurate 


| register, non-smudging and finest quality 


for all forms in from 2 to 12 parts. The 
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ACCOUNTING REPORTS GET OUT FASTER 
WITH OZALID! 


Constant data written once! Variables added 
by different offices simultaneously! No errors! 
No rewriting! Copies distributed immediately! 








SAVE TIME, MONEY ON ACCOUNTING REPORTS! 
USE THIS OZALID SHORT CUT! 


Send out OZALID ‘‘duplicate originals’’* 
(containing constant data) to departments, 
branches, field offices. 

Eliminates recopying constant data 


Have reports completed (variable data 
added) returned to main office for copying 
with OZALID and distribution to manage- 
ment. 

Eliminates rewriting errors 


To make one consolidated report, strip in 
variable data from several reports onto a 
translucent original. Feed ‘“‘composite’’ into 
OZALID machine for copies. 

Eliminates copying from separate reports 





* Copies of original 
on translucent paper 








The streamlined desk top 
Ozamatic makes copies of in- 
voices, purchase orders and other 
business forms from ordinary 
translucent originals. First copies 
are available in seconds, or up to 
1,000 letter-size copies per hour 
at a cost of about 1'4¢ each. 

Send coupon today for full details. 


GS A: 
Cut Copying uae ees 
Costs...use a. . Genera 


— 


Johnson City, N. Y. A Division of General Aniline & Film Corp. From Research to Reality.” 
Ozalid -in Canada— Hughes Owens Company, Montreal 
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No 4 ovclock letdown here! 


Nine to five is a breeze for this young execu- 
tive—with never a letdown in between. Why? 

One reason is that his chair works with him, 
keeps his body “at ease,” his mind at “attention” 
all day, helps him to make full use of time, the 
most critical factor in business today. 

The secret—revolutionary “time-engineered” in- 
novations which help correct bad posture and 
provide daylong comfort. It is virtually impos- 
sible not to sit right and feel better in this hand- 
some Shaw-Walker Correct Seating Chair. 

Since 1899 Shaw-Walker research has de- 
veloped close to 4000 time-savers to help make 
the most of every working minute—desks, Fire- 
Files, filing cabinets, loose-leaf and payroll sys- 
tems—everything for the office except machines. 


«Built Like a 


ps QHAW-WALKER 


Largest Exclusive Makers of Office Furniture 
and Filing Equipment in the World 





Executive Offices at Muskegon, Michigan 
Branches, Dealers in All Principal Cities 


Revolutionary chair-arm design per 
mits free movement. Slope of seat 
compels user to sit in a healthy re- 
laxed position. Convex-curve back 
support lets spine relax without 
slumping. Form-fitting cross-rail re- 
lieves pressure on coccyx. Correct 
height, tension of seat assures maxi- 
mum leg comfort. 

Beautiful, distinctive styling enriches 
office appearance, improves morale. 


Write for The booklet, “‘Time and Office Work,”’ is packed with ideas for stretching office 
time. A wealth of information on “‘time-engineered”’ office systems and 


FREE BOOKLET equipment. 36 pages! Many color illustrations! Write today, on business 


letterhead to: Shaw-Walker, Muskegon 45, Michigan. 





for tax bills, 
tickets, 
cash 


hot ideal 


invoices, 


wax process is 


bank cheeks, airline 


pay envelopes, gummed labels, 


statements, ete. Free sample and prices 
from above address, 


PHOTOCOPY MACHINE 

General Photo Products Co., Chatham, 
N. J., makes the fully automatic Exact- 
Phote-Copy dry photocopy 
machine which produces 60 to 90 copies 
per hour at 8c a copy. When machine is 
plugged in, material to be copied is in- 
serted into exposure slot with a sheet of 
Number 1 paper. The two are 
removed in about eight seconds and the 
Number 1 the 
processing slot with a sheet of transfer 
paper. In about 15 seconds the finished 
copy is ready. It is a dry, exact dupli- 
cate of the original. The Exact-Phote 
Copy is attractively finished in gray 
vinyl plastic which is easy to keep clean 
with a damp cloth. Interior of process- 
ing unit is constructed of stainless steel. 
Operates on 110 v. A.C., machine weighs 


processing 


sheets 


sheet is inserted into 


47 lbs., wide 
and any length. 
anteed, priced at $325. 
above address. 


accommodates paper 12” 
Unconditionally guar- 
Literature from 


CONTROL CHART 
Victor Safe & Equipment Co., North 
Tonawanda, N.Y., 3-color 
Controla-Chart envelope stuffers free with 
dealer imprint. The folders show how the 


offers dealers 


for the 


ALL-PURPOSE BUSINESS 


SHOW for 1953 


in conjunction with 


44th Internatio 


* 


MECHANIC’ 
Boston, Mass. 
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NOMA’S 


ai Conference 


Ss HALL 


important! 


Your hosts will be 

the world’s leading 
manufacturers of 

Office furniture, 
equipment and supplies. 


gene, 


For Complimentary 
Business-Show Tickets, write 


National Office Management 
Association 
132 W. CHELTEN AVE., PHILA. 44, PA. 





Controla-Chart charts progressive opera- 
tions, sales performances, schedules and 
the like. Almost anything that can be 
charted on paper can be Victor Con- 
trola-Charted for visual control. 


ADDING MACHINE 
Addiator-Rechenmaschinenfabrik, Ber- 
lin-West, Chlb., Germany, makes the 
Addiator which is an economically priced 


"T make my 
best impressions ] 


with (>). 1?" 


“So good looking !” 


“That's what the boss says now 
about all my work! No wonder 
he's pleased — my letters look 
sharp and beautifully typed, my 
carbon copies clean, clear and leg- 
ible no matter how many I make, 


thanks to *OLD TOWN !” 


In offices everywhere this dis- 
covery is being made, every day— 
that for the “best impressions” 
there are simply no better carbons 
and ribbons than OLD TOWN— 
scientifically created and designed 
to meet the exact need ! 

Let us prove to you why the use 
of Old Town Carbons and Rib 
bons can save you money. Write 
today for the facts and FREE 
samples on these world-renowned 
products. 


° 
OLD TOWN CARBONS 


New, 4 easy 





g. 
and clean to handie— 


OLD TOWN INKED RIBBONS 
Pure Silk — Nylon + AF — 
Egyptian Cotton for all 
machines — nothing finer. 


750 Pacific Street, 
Brooklyn 38, N.Y. 


CORPORATION 


manual adding machine that adds and 
subtracts with totals up to 10,000,000.00. 
Special model Addiators are made for 
all currencies, 


MAT SWITCHES 
Reeora Co., 56 West 103rd St., Chicago 
28, Lll., makes a line of Switchmats: ex- 
tended area electrical switches in the 
form of sheets or thin mats. Available 
up 


ov 


in any size or shape from 2” x 


= 


 - 


Oo” 
- 


to 36” x 144”, these SPST switches are 
actuated by pre-determined 
ranging from a few ounces to several 
tons. Only 3/16” thick, they can be used 
on floors, platforms, stair treads, etc., 
without obstructing foot or vehicle traf 
fic. Pressure on any part of the area cov 
ered by the mat closes the circuit; re- 


pressures 
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lease of pressure instantly opens it. Mats 
are hermetically sealed against moisture 
and weather between vinyl, rubber or 
neoprene. Switchmats can handle up to 
1 amp. at 110 v. directly and can con 
trol the operation of high voltage, high 
current devices when used in conjunc 
tion with control boxes also manufae- 


tured by Reeora Co. Available controls | 


cover types for temporary and perma 
nent installation and provide instantane 
ous and delayed action. Typical uses 
are as foot switches for various indus 
trial and commercial electrical equip 
ment; actuators for automatic door op 
erators; interplant traffic controls, safety 
and production devices for machine op 
erators; entry alarms; automatie light 
ing of yards, signs and advertising dis 
plays; and many other applications. 


STORAGE FILES 
Convoy, Ine., Box 216-H, Station B, 
Canton 6, Ohio, announces a production 
process which eliminates staple-stitching 


on the face of Convoy Record Storage 
Files. The result is a dimple-free, per 
fectly smooth front that presents an im- 
provement in appearance and construc 
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"T make my 


best impressions 


with O.T.*" 


“The sharpest looking 
you've ever seen!” 

“Since we've gotten the *Old 
Town Spirit Duplicator, paper 
work bottlenecks have just dis 
appeared at our office!’’ For the 
“best impressions” there ts 
nothing to equal efficient, easy- 
to-use Old Town spirit machines 
and supplies 

Type, write, draw or print 
through Old Town Super-Kleen 
Spirit Carbon — you have a 
master that is sharp, clean, ready 
to go to work for you 

With an Old Town Spirit 
Machine — rugged in construc- 
tion, the finest you can buy at 
any price—you will be amazed 
at the hundreds of quality cop- 
ies you can make in a matter of 
minutes from a single master. 

For, Spirit duplicating ma- 
chines and supplies that are un- 
surpassed use Old Town — the 
pioneers in Spirit duplicating 
Let us prove to you that Old 
Town can save you time, effort, 
money ! Write today for the com- 
plete facts. 
Manufacturers of Duplicat- 
ing Machines & Supplies... 
Non-curling Carbon Papers 
«+» Finest Ribbons. 

750 Pacific Street, 
Brooklyn 38, N.Y. 


CORPORATION 





3 mT Supticater with Printing Guide. 
PRINTS LETTERS..FORMS.. 
POSTCARDS.. MENUS 


1000 or more clear, sharp copies without 
re-inking. Prints practically anywhere . . on 
paper, cloth, wood, packages. Just type, write, 
trace or draw on inexpensive stencil. .snap 


tion. The files are heavy duty corru- 
gated board chemically impregnated to 
rock-hard strength, manufactured and 
marketed under the name, Chem-Board. 
Added to the rigidity, durability, 
ease of operation the 
smooth front improves mass appearance 
suitable for 
literature 
is avail- 


files’ 


and low cost, 


’ look 
trade 
and 


and gives a ‘‘class’ 
the front office. New 
illustrates these features 
able on request from above address, 


CASH REGISTER 
Sweda Cash Register, Ine., 549 W. 
Randolph St., Chicago 6, Ill, distributes 
Sweda Cash Registers which feature a 
small keyboard that can be spanned by 
| one hand, motorbar which prints receipt 


it on duplicator and print—like using a rubber- 
stamp. New pre-die-cut “FORM-CUT” stencil 
prints shipping form and identification data 
in one operation. 

Portable, non-mechanical, of non-corrosive metal, 
replaceable ink pads. 8 complete outfits: $9.50 to $99.50, 
including supplies (f.o.b. factory). Write for literature 
or see your office or shipping room supply dealer. 


| without using a lever, instant cross to- 
taling of all factors at any time, and a 


8 
9 
29 
3 


4 &s0 

THitaney 

8220006, 

PO60a00, 

®82ee0e.. 
2 





WLTISTAMD 


STENCIL DUPLICATOR 





MANUFACTURED ONLY BY THE MULTISTAMP CO. NORFOLK, VIRGINIA 


UNITRANS LUCENT 

New Economical Master Paper for 

The Ozalid and Bruning Process at 
SENSATIONAL LOW PRICES 


10M 8'/2x11 Sub. 16 as low os $3.00 per M 
50M 8'/2x11 Sub. 16 as low as $2.70 per M 


Send for complete price list and samples today. 


THE UNITRANS COMPANY | itemized 


101 Park Avenue, New York 17, N. Y. from the roll as it is issued 
MU Hill 5-75 i Age ; 
weed nd | are with from one to 











depression of the 
Totals for different depart- 
ments or clerks are retained under a 
locked panel. Individual eclerk’s button 
can be locked and key retained by the 
clerk. Register has a separate sales tax 
counter which allows ringing up tax 
along with the item to eliminate sorting 
taxable items from untaxable items. The 
automatically cut 
Machines 
four 


repeat by continued 


motorbar. 





receipt is 











available 
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MACHINE WITH EXTRA KEYBOARD MONROE SINGLE KEYBOARD 


On this calculator hand travel is divided, dis- In the unretouched motion study photograph 
persed. Operator has to think and work in two sys- above, note how the hand not only travels Jess but 
tems instead of one! Hands and mind work harder. never leaves the compact Single Keyboard. 


TIME SAVINGS you can SEE! 


These scientific motion photographs made by the U.S. 
Testing Company,” prove that on the fully automatic 
Monroe Calculator, operators waste no motion, elim- 
inate hundreds of separate operations. This means 
higher output... fewer errors...lower costs. 


Operators Focus on the Problem — Not the Keyboard 
because the Monroe is the only fully automatic calcula- 
tor that lets the operator work—undistracted—in a single 
system, on a single keyboard. Never does she split her 
attention between two keyboards. And hand travel... 
head travel...eye travel are reduced. 


Look at the Compact, Single Keyboard — found only on 
the Monroe—and you'll quickly see why. You'll see the 
concrete reasons your figure production will jump... 
fatigue will decrease ...errors will drop. 


Only a Monroe Registers Zeros and Decimals Auto- 
matically! Only on a Monroe can the operator forget 
zeros and decimals. Only a Monroe frees the operator so 
completely for greater figure output. Let your operators 
think better, faster, more efficiently — with Monroe! 


You Can See for Yourself How You Save Time, Money, 

Effort with the Monroe Single Keyboard. For additional E 
photographic proof, call your Monroe man today for a 

demonstration. Monroe Calculating Machine Company, CALCULATING, ADDING AND 


General Offices, Orange, New Jersey. ACCOUNTING MACHINES 


Test 044156, April 10, 1952 


MONROE CALCULATING MACHINE COMPANY, INC., ORANGE, NEW JERSEY 
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a TOP HAT 
doesn't make 
a man 
out of a monkey... 


BE SURE YOU GET 
THE ORIGINAL 


CRASERSTIA 


Putting a wood case around 
an eraser doesn't make it an 
EraserStik, It has to have the 
EraserStik name on it. 


We INVENTED — ond 
still produce—the world's 
finest pencil-shaped eraser. 
Cleans quick and slick because 
it has the famous A. W. Faber 
erasing stock. Erases pencil, 
ink or typewriting without 
digging into the paper. 
Sharpens with knife or me- 
chanical sharpener. Typists, 
clerks, bookkeepers and 
accountants are crazy about 
EraserStik. 


If your own Dealer 
doesn't carry EraserStik, 
please write to us direct. 








AW FABER-CHASTELL 


PENCIL COMPANY, INC | NEWARK NJ 


| rustproof. 
| prices from above address. 





| window use. 
| fractional hp motor which operates from 
| any standard AC 60 cycle outlet. Dealers 
| who have used this display are impressed 
| with its ability to dramatize the product 
| and stimulate inquiries and sales 





drawers with eash division inserts and 


| y ‘ 
| adjustable bill compartments; finished in 


green, red, white, walnut, blond, stain- 
less steel or to order. Machines have 
fewer parts and all parts are practically 
Complete information and 


CARBON PAPER DISPLAY 
F. S. Webster Co., 8 Amherst St., 
Cambridge 42, Mass., offers dealers an 
eye-catching motion display, featuring a 


| sheet of Micrometrie Carbon Paper mov- 


ing back and forth behind a letterhead. 
Attention is concentrated on the Micro 
metric Seale Edge with appropriate de 


MICROMETRIC, 
CARBON PAPERS 


@ weester 


seriptive copy. The colorful display is 


| counter size, adaptable to counter or 


Animation is supplied by a 


SURVEY KIT 
Joseph A. Alexander & Staff, 2095 
Broadway, New York 23, N.Y., offers a 
Business Efficiency Survey Kit for use 
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Now everyone can have electronic 
dictation facilities .. . speeding up 
correspondence . . . streamlining 
transcription . . . lowering cost of 
written communication. 

@This illustration highlights a Dicta- 
phone Telecord installation. See how any 
number of dictators can be connected by 
telephone to TIME-MASTER recording ma- 
chines. 

Dictaphone First With Three 
Adaptable Systems 

A. Manual Selection Telecord. 
B. Automatic Selection Telecord. 
C. Combination Telecord for internal 
intercommunication systems. 

Have a Dictaphone Telecord Survey 
of your business. 


Here is the coupon! 
Send it in now! 


J 





CORPORATION 
Greatest name in dictation 


DICTAPHONE 


a = 


Dictaphone Corp., Dept. 143 
420 Lexington Ave., N. Y. 17, N. Y. 


Please send me, without any obligation, your 
booklet on the Dictaphone Telecord System. 








I's | AND 
@ SAID— | DONE! 


t \ 
i 








Street 





City & Zone State 


I would like to have a Dictaphone man call 
on me 








fe 
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RING UP MORE SALES / 








7 | 
7% with the NEW DELUXE 
SM3 


PORTABLE 


SEE this new machine and ex- 
amine its exclusive features! 
Test it and be convinced, Check 
the automatic paper feed, the 
automatic spring-release paper 
support, the paper bail that 
pulls way out to the front or 
swings back all the way. These 
are only a few of the exclusive 
features found only on the new 


Olympia SM 3 DeLuxe Portable. 


INTER-CONTINENTAL TRADING CORP. 
90 WEST STREET +» NEW YORK 6, N. Y. 





by firms with from 25 to 500 employees 
for making their own management sur- 
vey. The kit necessary 
forms, check 


f¢ yr S75. 


eontains§ all 


lists and directions; sells 


CALENDAR CLOCK 
Pennwood Numechron  Co., 7249 
Frankstown Ave., Pittsburgh 8, Pa., 
offers the Calchron self-starting electric 
Calendar Clock which automatically 
changes each day to show the month, 
date and hour. It is easy to set and 


styled in 
metal or cases, 
attractive on a desk, 
office or 


runs Handsomely 


choice of 


accurately. 
wood, plastic 
it is useful and 
bookease or elsewhere in an 
library. Calchron 
had with personalized imprinting. 
address. 


also be 


Full 


clocks may 
information from above 


DESK 
Hillside Metal Produets, Ine., 
saic St., Newark 4, N. J., 
Sterling steel desk with 30” x 62” one- 


262 Pas- 


makes the 


piece 16-gauge 
forced with four welded steel U-channels 
with Armstrong 


interchangeable top rein 


and covered non-glare 
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FOR EFFICIENT OFFICE OPERATION 


Specity... 
“KING: ARTHUR a 


. FOLDING TABLES ., 


oe 


The most practical folding table ever built for office use. 
Easy to set up... easy to fold and store. No nail or screw 
heads to mar the smooth top surface. Its rugged construction 
will support 3000 pounds. 
Moisture-resistant, warp-proof top of %” 5-ply plywood 
finished in Salem Maple or available in Formica. Aluminum 
moulding protects edges. Rigid, rust-proof steel folding 
legs eliminate rickety saw horses, pipe legs or trestles . . 
has double-action safety lock. 
Mode! 200 30” x 36” Model 201 36” x36” Model 202 30” x 48” 
Model 203 30” x 60” Model 20430” x72” Model 205 30” x 96” 


Round Tables in 36”, 48”, 54”, 60”, 72” diameters. Half-round model... 96” x 48”. 
FOR COMPLETE INFORMATION AND DEALER'S NAME... MAIL THIS COUPON NOW! 


INSTITUTIONAL SALES |qEoeeeneemmpermereseres 


Table Manufacturers Name 


4930-32 PORTICO STREET Tule 
PHILADELPHIA 44, PA. Firm Name 
Victor 8-0290 Address _ 
City 

















DEALER INQUIRIES INVITED 
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Remenn 
CALCULATING MACHINES 


& ria -Masllslisal taal haeasl 2 al all? Le La ale 

& Long non-rotating setting levers make for speedy 
setting 

€ Models AUTOMAT S and T have same efficiency 
as large keyboard machines, but small and handy 
size. They are equipped with universal motors 


adjustable to all currents and voltages 


HAMANN 
or VGeitiW Wal ici F vou. ii. | meien 
2118 Land Title Building 


Philadelphia 10, Pa. 


© dealers wanted. where & 
not yet represented 








linoleum. Full radius contour on all 
edges and corners, recessed back panel, 
full-size pullout slides in each pedestal, 
rigid one-piece pedestal construction, full 
locking device controlled from center 
drawer, three drawers left or right ped 
estal optional, progressive ball bearing 


ba) 
suspension on file drawer, ball bearing 
i 


rollers on all other drawers with hor 
zontal dividers adjustable at 1” inter 
vals, stainless steel drawer pulls, tray 
in center drawer, detachable island base, 
height of desk can be adjusted from 29” 
to 3014”, baked enamel finish in gray 


or green. Prices from above address. 


UTILITY CABINET 
Halverson Specialty Sales, 1217 W. 
Chestnut St., Chicago 22, IIL, offers the 
Model 153 Utili-Table for use as a 
typing stand, desk and cabinet. Of 
sturdy welded construction, finished in 


neutral gray, it comes completely set up 
and measures 29” high, 32” wide, 20” 
deep. The knee opening is 1644” wide 
and cabinet door is 12%,” wide. Retails 
at $29.95, fob Chicago. Model 153-D is 
similar but has a 4” drawer above the 
door and lists at $36.95. 
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laa between us— 
| could accomplish 


the right forms 
_ 








7. time I waste every day! Take 
these three forms, for instance. Each 
one has to be typed separately al- 
though the information is the same 
on all three. I saw how the Auto- 
graphic salesman combined forms just 





twice as much with 


like these for the company down- 
stairs. Cut their typing time in half. 


I tried to tell the boss about it three 
or four times, but he said he’s too 
busy to look into it right now. Gives 
me a feeling of frustration. 





Are you losing time and money like this 
in your office? Want to find out? Just fill 
out the coupon below, mentioning the 
kind of forms you use. We will then select 


for you, from our Forms Library, samples 
of combinations of these forms we have 
made for other concerns. They may sug- 
gest a method that will save you money. 


UTOGRAPHIC REGISTER COMPANY | 


AUTOGRAPHIC REGISTER COMPANY 
221 7th St., Hoboken, N. J. 


We would like to receive a folder of sample continuous 


AUTOGRAPHIC REGISTER COMPANY 
221 7th Street, Hoboken, New Jersey 
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Craft Aided by National Business Show 


Famous makers 
of fine china, Jo- 
siah Wedgwood & 
Sons founded 
in 1759 by the man 
who became _ the 
leading industrialist 
of his day. 

Today the tradi- 
this fam- 
ily-run company are 


was 


tions of 

Hensleigh Wedgwood : 
earried on by Hens- 
President of Wedg- 
firm. He that 
now, as in Josiah’s day, the successful 


Wedgwood, 
American 


leigh 
wood’s feels 
company must keep abreast of all mod- 
ern developments—artistic, scientific and 
commercial. 

‘*Today’s suecessful company,’’ said 
Mr. Wedgwood, ‘‘recognizes the impor- 
tance of modern oftice machines and 
equipment. 

**The National Show held 
each October,’’ continued Mr. Wedg 
wood, ‘‘offers executives the latest tech- 
niques and appliances needed for the 
efficient operation of the modern office.’’ 


Advt. 


Business 





Want 
Quality 
Plus 
Economy ? 
Use Our 
Reliable 
ROUGHS & 
Rebuilt 8M Marchant 


ADDERS We offer fair prices, 

CALCULATORS guaranteed rebuild- 

: Ing, prompt serv- 

TYPEWRITERS =: jce to users and 

BOOKKEEPING dealers the world 

MACHINES over, Ask for our 

quotation on any 

ADDRESSING make or model 
EQUIPMENT office machine. 


INTERNATIONAL OFFICE APPLIANCES, Inc 
326 Broadway, New York 7, N. Y., HAnover 2-6700 
Cable ‘“ADDBOOKAL’ 





green. 


| eard, 


envelope. All 








PRESSURE-SENSITIVE LABELS 


Dennison Mfg. Framingham, 
Mass., makes Pres-a-ply Labels and Sig- 
nal Dots in handy, popular-priced win- 
dow envelopes. Pres-a-ply Labels stick 
without moistening to any smooth, dry 
surface. They ideal for labeling 
metals, plastic, china, glass, and many 
other hard-to-label Pres-a-ply 
Labels are easy to remove, non-corrosive, 


Co., 


are 


surfaces. 


non-injurious. Available in the ‘‘W’’ 
Line of window envelopes are five of the 
most popular sizes and shapes of white 
Pres-a-ply Labels, in addition to Air 
Mail Labels, Special Delivery Labels, 
and Signal Dots of red, yellow and 
A display assortment (No. 3401) 
contains 12 envelopes each of all num- 
bers and has a colorful, stand-up display 
Pres-a-ply Labels and Signal Dots 
in window packages retail for 25e per 
numbers are also avail- 
able in solid put-ups of 12 envelopes to 


| a carton, 


FURNITURE TOUCH-UP LACQUER 

Yawman & Erbe Mfg. Co., 1020 Jay St. 
Rochester 3, N. Y., is making available to 
their field force a Touch-Up Tool, con- 
| taining lacquer that can be easily applied. 


’ 
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“1 do laborless filing, 
half the time — with 
CORRES-FILE 


.. | love it!” 


CORRES-FILE increases efficiency — saves time (50%) arid money — improves 


employee morale, by taking the file clerk out of the laboring class! 


For 60 long years the 4-drawer file has been 
a necessary evil — since 1893 filing clerks 
have been pulling, pushing, stretching, stoop- 
ing, kneeling, squatting — performing more 
like gymnasts than office workers. No won- 
der the personnel turnover for filing clerks 
is the highest — and comparative efficiency 
the lowest. But, at last, filing drudgery can 
be eliminated. Office modernization can 


THERE'S A CORRES-FILE NEAR YOU 


WASSELL 1 
ORGANIZATION, INC. | 
Westport 2, 


—_ 


Connecticut | 


“Effective Tools for 


| 
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include the filing system too — because 
Corres-File has become a reality. Designed 
to fill a vital and specific need, Corres-File 
eliminates more than 50% of clerical oper- 
ating time — this brings your filing oper- 
ation up to new heights of filing speed, 
efficiency — and economy. Send today for 
complete information. 


- ASK FOR A DEMONSTRATION TODAY! 


I'm interested in knowing more about Corres-File 
— and how it can save for me. 


Name 


Title ... 


Company 


Address . 


City 





N.Y. Life 


(Continued from page 102) 


Investment statistics. 

We believe that we can go much 
farther in this direction, particularly in 
respect to— 

Calculation of dividends and prepa- 
ration of notices. 

Reconciliation of bank accounts. 

Accounting and report of agents’ 
commissions. 

Up-to-date mailing lists. 

Substantial as may be the effective- 
ness of this new machinery now available 
and that which is on the drawing boards 
of the manufacturing companies, these 
modern ‘devices are in no way a substi- 
tute for improved techniques and pro- 
cedures. When clerical labor was very 
cheap it often did not seem worthwhile 
to change the well-accepted procedures 
and upset the routines which were thor- 
oughly understood. Clerks were not paid 
much and not much was required. It was 
cheap to check, doublecheck and _ pro- 


liferate records against the time they 
might be needed. But with the growing 
scarcity of personnel in many classifica- 
tions, our resourcefulness must be used 
to devise new systems which produce 
cost reduction, improved service to cus- 
tomers and an up-grading of jobs. 

Do not forget that a new mechanical 
device is only a tool. Such tools might 
be able to reduce the staff needed for a 
given operation, but a better-planned 
procedure with employee cooperation 
may save the cost of the whole opera- 
tion. Therefore, in the New York Life 
we set out to simplify our systems and 
procedures. Here is one example: in- 
stead of struggling to make even more 
efficient the handling of our premium re- 
ceipts, we along with other companies 
eliminated them altogether. And here 
are some others: 

Discontinuance of policyholder’s re- 
minder or second premium notice. 

Simplified procedure for reinstate- 
ment of lapsed policies. 

Elimination of checking of premium 





Orsit the Worlds 


Largest Office Furniture 
and Equipment Convention 


Siee 


The NEWEST in 
Office Furniture and Equipment 
170 Booths — 37 New Exhibitors 


Accessories © Wood and Metal Furniture © Safes 
Shelving © Paints © Varnish © Lacquer Touch-Up 


Equipment © Seat Cushions @ Floor Mats 


amps @ Leather © Modular Furniture 


Hoar 


Panel Discussions on Business Operations 
Talks by outstanding leaders on all phases of 
Office Furniture and Equipment industry. 


the 


Enjoy 


Entertainment—for Ladies, Dealers and Manufacturers 


NATIONAL OFFICE FURNITURE ASSOCIATION 


John R. Gray, Executive Director 
175 FIFTH AVENUE 


NEW YORK 10, N. Y. 
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De 


HW copy any size form 
Oe with COPYFLEX 


The desk-size Model 14 COPY- 
FLEX machine copies anything 
typed, printed, written or drawn 
on ordinary translucent paper. In 
seconds, it gives you a direct, 
errorproof, ready-to-use, black- 
on-white, diazotype copy. It han- 
dles any size office form from a 
big accounting worksheet to a 
small memo. Copying cost aver- 
ages less than 2¢ per sq. ft. No ex- 
hausts, dark rooms, messy inks or 
stencils are needed, 


lath 


COPYFLEX “ENGINEERED PAPERWORK" 
SAVES RAILROAD $78,400 A YEAR! 


Everywhere, companies large and small are cutting costs by engi- 
neering their paperwork with Bruning Copyflex, 

For instance, a major Eastern railroad* turns out 16,000 copies of 
way bills every hour with Copyflex, thereby cutting paperwork costs 
by 40%, saving $78,400 annually — in a single billing operation. 


A leading distributor gets invoices 
out on time with only half the office 
force formerly needed. 

A bank saves $10,000 a year by 
engineering paperwork in its trust 
department. 

An insurance company saves 
$100,000 annually with Copyfiex. 

And there are many more examples 
of the way Copyflex can cut costs by 
engineering paperwork for billing, 
accounting, purchasing, general 
copying and systems, 

Start your efficiency program now. 
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For free booklet and information on 
how to “engineer” your paperwork, 
write Charles Bruning Company, 
Inc., Dept. L43, 4700 Montrose 
Avenue, Chicago 41, Illinois. 
*Name on request. 


Today's Poperwork Engineered 
with Jet-Age Speed 





= MrDealer... 


Could you win new customers by talking 
“halftone reproduction” on a stencil duplicator? 
or 25 second color change? 
or automatic inking control? 
or print without slipsheeting? 


thats the Gam way ! 


Do you want a duplicator line that offers a 
competitively priced, custom-built, internationally 
famous machine that’s second to none? 


+ Quam has it! 


Do you want a duplicator line that offers you 
prompt delivery of all models, parts and supplies 
from New York headquarters? 


-- Gap has it! 


Do you want a duplicator line that offers you 


factory trained representatives to assist with sales, 
merchandising and service problems? 


«Gap does it! 


For these and other RONEO features 
write for your copy of “Mimeograph- 
ing Without Stencil Cutting’. 





145 WEST 57th STREET, NEW YORK 19, W. Y. 
uv s. Pi. ‘ 
Addo-X Adding Machi 








notices with branch office records prior 
to mailing to policyholders. 

Decentralization of policy loan ad- 
ministration to permit branch offices to 
make most loans. 

Discontinuance of mailing of monthly 
premium notices by adoption of pre- 
mium billing booklet. 

In our accounting we have eliminated 
duplication of records in insurance and 
mortgage loan operations. 

It is appropriate here to issue a warn- 
ing against what I call the “fallacy of 
insignificant economies.” Because our 
repetitive operations are so numerous, 
any minute saving is distorted by a 
large multiplier into the appearance of a 
substantial economy. Actually it may 
be only the introduction of annoying and 
profitless inferiorities —- cheap paper, 
shabby appearance, ete. 

Our list of changes may not be par- 
ticularly helpful to you except as an 
illustration. New procedures must be 
cut to measure. They cannot be bought 
in packages. You ean get hits and ideas 
from other companies but each company 
has to do its own re-designing. Our 
changes have been supervised by a com- 
mittee headed by Howard Ditman, our 
controller. We are sure that we have 
not made half the moves possible. We 
do not always see the most obvious 
things because they are so familiar to us, 
but we hope that our vision will be cor- 
rected if we look through the right type 
of glasses. Here are the spectacles 
which may help correct our sight. 

1. We have established a separate de- 





Increase Your PROFITS - 


We have specialized equipment for produc- 
ing, economically and quickly, small and 
medium quantities of carbon interleaved 
forms, all types of statements with carbon 
attached, and voucher checks. 

Very fast delivery as we run two shifts. 
Sold only through distributors, stationers 
and printers. 

Write on your letterhead for new 20-page 
simplified price catalog to: 


Modern Business Forms Mfg. Co. 
308 E. Sth, Cincinnati 2 











Tue Orrice—April, 1953 











CLARITY 


SCRIBE introduces vivid, profession- 
al quality recording with magnetic 
tape. Your secretary hears every syl+ 
lable as you said it, avoids costly, 
time-consuming errors. 


EFFICIENCY 


SCRIBE provides one-lever, fingertip 
control ... snap-on tape magazine 
..+.- “error-free” dictation... for 
unmatched simplicity of operation. 


ECONOMY 


One scrIBE magazine of tape is 
good for years and years of normal 
use. Old messages are erased as new 
ones are dictated. No resurfacing, 
virtually no costly replacements. 


VERSATILITY 


SCRIBE takes your letters and memos 
... records phone calls and confer- 
ences... goes on trips with you for 
time saving dictation en route. 


| SEND FOR BOOKLET 
l ctip coupon to card or letterhead 


SCRIBE CORPORATION Dept. O-4 
2835 N. Kedzie Avenue,Chicago 18, Ill. 


| | Please send booklet on Scribe tape dictation (no 
| | obligation, of course). 


ae SIGNED. 





: " (Distributorships Still Open in Some Areas) 
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THE NEW AJAX ELECTRIC 
QUICK-SET MACHINE 


Designed for rapid change of num- 
bers. Extremely reliable and positive in 
nature. Almost 2" of space available 
into which figure wheels, letter wheels, 
date wheels and barrel wheels can be 
inserted. Up to 15 wheels can be pro- 
vided. 


Locating guides and special platforms 
for proper registration on all kinds of 
business forms can be furnished. 


Send for complete catalog on all 
types of timing, dating and num- 
bering machines 


AJAX TIME STAMP €0., Inc. 


MANUFACTURERS 


BROADWAY 
YORK 13, N. Y. 


368 
NEW 





| able with people. 


partment to study and recommend new 
methods and procedures. In a small 
company this need be only one individual 
but, whether it is a department or an in- 
dividual, it will not be effective unless 
it is some one person’s main job, nor will 
there be any satisfactory progress if the 
responsible person is allergic to new 
ideas or devoid of curiosity. 

2. Timing is an important considera- 
tion in making changes. A program 
must be planned in advance, started at a 


| propitious moment with plenty of time 


provided for thorough development and 


| staff preparation. 


3. Top management must work hard 


| to ereate an atmosphere of receptivity 


to change. It is important to make 


| change, or more accurately the con- 


sideration of change, fashionable. 
4. The ideas of the procedures de- 


partment should be given an openminded 
| hearing by the old-timers who have had 


responsibility over the years for routine 


| operations; and, equally important, the 
| views of the old-timers must be invited 


and thoughtfully considered. 

5. A procedures department is an aid, 
it definitely is not a substitute for think- 
ing by heads of operating departments 
who have the ultimate responsibility for 
doing a more efficient job. 

6. Copy or adapt freely from competi- 
tors and other companies faced with 
similar problems. Visit and encourage 
visits. We believe that host and visitor 
both gain thereby. 

7. There is no substitute for cross- 
fertilization of ideas. Our company has 
drawn candidates from our own group 
to train along new lines or be trained 
outside our walls; and we have em- 
ployed men and women who have se- 
cured mature experience in other com- 
panies. We have occasionally brought 
consultants in to review our operations 
and suggest changes. It is sometimes 
wise to have unpalatable criticism and 
suggestions come from an outside source. 

Machines and methods must be used 
by people; but they are not interchange- 
In the last analysis, 
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ultimate effectiveness of our business 
operations depends upon people. Un- 
less the personnel who run the machines 
or use the systems are made to feel that 
they are participating in a common en- 
deavor, are made to want to cooperate, 
the machines or techniques will be of 
no great value. 

That is why we must continually refer 
to the attitude of the employees. Will 
they be receptive to new ideas? How 
can they be encouraged to cooperate? 
To understand them and have them un- 


A WESTON PAPER 


A WESTON PA 
ER A WESTON 
ESTON PAPER 
A WESTON P 
TON PAPER 
PER A WE 
WESTON 


a 


STON PAPER 


A WESTON PAPER 


A WESTON 


ESTON 


derstand us, to make sure that they are 
placed in jobs where they will be most 
useful, is the dominant need in effective 
and economical administration. ‘To sue- 
ceed in this is the newest of the arts of 
management and by far the most impor- 
tant because of the profound social 
changes in the last generation. 

As productivity of workers is in- 
creased by machines, as more must be 
spent on training, as wages advance, 
trained workers become a more valuable 
asset. They have greater leverage by 


PAPER A WES TOM Fare 


PATER A-WEStOUF. P 
PE R A West an 





MMELWNAUS UNM LAH. 
‘Made by WESTON. .. Makers of Papers for Business Records... Since-1863 











SORT 


IN MINUTES 
INSTEAD of HOURS 
WITHOUT 

COSTLY MACHINES! 








‘Gpetrece vie 
camus lly 
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Quick facts from punched cards! Saves you 
up to 65%, sorting out data for production 


control, inventory, sales, payroll, etc. Anyone | 


seated at desk, can do the job with E-Z Sort. 
A simple hand rod is the only tool. E-Z Sort 


is widely used by organizations in every part | 
of the country. Can be readily adapted to | 


your needs. 


show you; or write us for details. 





E-Z SORT 
SYSTEMS, LTD. 


45 Second Street 
Dept. 43 
San Francisco 5, California 


pd bel ok 
Cet ete te? 


Shar 





VoD eer DO can 





Our nearest office will gladly | 





NNO DO0Og ansaddds. We 
ars 


. ee oP dbetatetate te 





A few valuable territories open 
to qualified Systems Engineers. 


reason of the machine and you as man- 
agers have, in turn, greater leverage over 
the systems that include the employees 
and their machines. But herein lies a 
danger. The changes will be sterile if 
they are considered only as an effort 
towards efficiency and economy—namely 
from the company’s point-of-view. The 
employee side must never be out of 
management’s mind. Employees are 
your associates in the full meaning of 
the word. The machine is their servant. 
It frees them from drudgery. It cre- 
ates new jobs and a challenge in every 
one, 

Our new goal as managers is to 
achieve as smooth a functioning of the 
employees as of the machinery or sys- 
tem with which they are concerned. We 
are quick to complain if any manufac- 
turers of office equipment do not spend 
enough time, money and ingenuity to as- 
sure the reliability and _ frictionless 
operation of their machinery. Do we 
strive for anything like the same elimi- 
nation of friction among our employees ? 
We must, then, ask ourselves, “Has my 
company put Human Relations at the 
top of management priorities? Have 
all persons in management accepted their 
share of the job—for it is everybody’s 
job?” 

Efficient office operation is unlikely 
without consideration of all the tech- 
niques—old and new—of personnel ad- 
ministration. The successful approach 
ean be summarized in a few words. Men 
and women regardless of their place of 


@ BookKeEePinc 


| @ CALCULATING 


@ ACCOUNTING 


‘ repaired or re- 
conditioned. Write for 
current prices. 


321 BROADWAY «© NEW YORK? W.Y 


08. Since 1927 WO 4-1240° cable: Hodgmach 
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Dupli-Typer Ribbon Attachments [<(//a,(/7<,//) dare 
Make INKED Copies SERVICE INDEPENDENT OF 


Increase Production—Reduce Costs POWER Sheer 


For 
Continuous 
Form Work 





SOUND POWERED 
Electric 


TELEPHONES 


Power or telephone failure 
could shut down your intercom- 
munications when MOST need- 
ed. But not if you have a 

For S 2 Wheeler System, which is IN- 

Bookkeeping : DEPENDENT of outside power, 

Machines : yet requires NO BATTERIES and 

f fee is ALWAYS ready for use. Easily 

For full installed...safe...not subject to deterioration. Handsets, Pair 
Phones, complete intercom systems. Write us for details. 


the WHEELER insutateco wine CO., Inc 


DIVISION OF THE SPERRY CORP 


information write: 


DUPLI-TYPER CO. 
456 Fourth Ave., New York 16, N. Y., U.S. A. 








1106 EAST AURORA STREET, WATERBURY, CONNECTICUT 


Keep keys 


AT HAND... 
IN THE RIGHT 
HANDS! 


with 
TELKEE 
Moore Key Control 


A METHOD FOR FILING AND CONTROLLING KEYS 


With Moore Key Control TeLKeg, you never 

have to worry where keys are...or who has 

them—they’re instantly available in neat, 

compact cabinets, easy to set up and operate. 

| Saves cost of expensive lock repair and re- 

placement, too. Moore Key Control usually 

ViSlrecord, the world’s fastest visible record pays for itself the very first year you own it. 


systems, hand tailored to your individual needs. 
For free systems survey, with no obligation, write | P. 0. MOO RE, INC. 


ViSirecord, Inc. COPIAGUE, LONG ISLAND , 302 Fourth Avenue, New York 10, N. Y. 
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For Them: 


More Copies! 
For You: 


More Profit! 


é Duplicator 
Fluid 
For all Spirit Duplicators 


Retails for $3 a gallon. 

Dealer discounts up to 60%! Sold with 
an iron-clad guarantee of satisfaction 
or money back! A top-grade Fluid 
of high methanol content, PPC meets 
Govt. specifications # OD825, Type II, 
Spirit Process Fluid. PPC produces the 
maximum number of sharp bright 
copies, is quick drying, and guaranteed 
not to corrode rubber or metal parts. 
For more profit and faster turnover, 
write for the PPC Dealer Profit Plan 
today. 


POTOMAC PRODUCTS 
CORPORATION 


1107 19th St., N. W., Wash. 6, D. C. 


| employment work most effectively when 


they are satisfied. They get satisfaction 
in their work only if it is appreciated, 
if they get fair pay, promotion as de- 
served, reasonable security and, perhaps 
most important of all, are treated as 
individual human beings. The achieve- 
ment of employee satisfaction must be 
the objective of your personnel policy- 

and your efforts must be sincere. No 
magic formulas will get results. Pro- 
vided there is honesty of purpose, suc- 
cess will follow constant, patient and in- 
telligent application of sound techniques. 

The attitudes of top management are 
most important. Indeed they are con- 
trolling. Think of new machines, systems 
and techniques not as the reduction of 
the number of employees but as_ the 
opportunity to release hitherto unused 
talents for work at a higher level. Think 
of the stimulation which will come from 
upgrading jobs above mass routine 
operations. Top management must en- 
courage innovations by giving recogni- 
tion down the line to all who are alert to 
suggest them. Effective changes are not 
made by executive edict. 

Managerial and personnel specialists 
of the country are attacking the problem 
on all sides. A great deal of dust is be- 
ing kicked up, a few false trails are be- 
ing followed, but we are advancing 
steadily in theory and practice. We are 
learning a lot about the motivating 
forces of workers. We understand better 
their attitudes, what makes them put 
forth their best efforts. “Job satistae- 
tion,” “recognition,” “career  oppor- 
tunity,” “development of potential 
executive ability,” are getting to be fa- 
miliar terms. 

Personnel specialists and tested tech- 
niques are important in personnel prac- 
tice, but each office manager and super- 
visor must be equally alert to the part he 


| must play. Effective dealing with peo- 
| ple is an indispensable part of the job of 


everyone in management. 

There has been a marked change in 
business administration. Each genera- 
tion ealls for leaders of different skills 
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to reach what may be at the time the 
most important objective. We are now 
in a period when the outstanding man- 
agers of our business enterprises are not 
pioneers or traders, not production men, 
not financiers, not engineers, but men 
and women skilled in the art of human 
relations. 

The progress of our modern civiliza- 
tion has been greatest in the mechanical 
and scientifie fields. Our knowledge of 
physical matter has far outrun what we 
know about human beings.  Isn’t this 
perhaps the challenge of our time: this 
very progress demands a better under- 
standing of people as a whole and the 
interaction of the subtotals—individuals, 
families, groups and nations, too. No 
matter what part we play in our society 

business man or government official, 
soldier or civilian, teacher or executive 
we must sharpen our human responses 
or we will never enjoy the fruits of our 
scienees. <As office managers, each must 
contribute his share by exercising, with- 
in his own company, his talents in 


human understanding and skill in human no matter how 








relations. This is the priceless ingredi- you figure 


ent of modern administration.—I'rom an 


address at the annual conference of Life Profits add up with 





O fice Management Assn. | Remington Rand TOPflight 
- Take the full range of TOPflight hand and electric 
A “Psycho” File adding machines — machines with top customer 


acceptance .. . add the selling power of sales helps 


To Help Salesmen | such as the promotional package which will reach 


| you in April — the result is the fastest selling line 


LYNE S. METCALFE |of adding machines on the market and a line that 
figures to be a TOPflight profitmaker for you. 





GENERATION of salesmen has been 
urged in lectures and in handbooks 
to “know your prospects,” “study 
your prospect,” to discern what sort of 
a guy he really is and sense what kind 
of sales treatment he is most likely to 
respond to favorably. Unquestionably 
a large percentage of salesmen habitu- 
ally size up prospects to this end, but 
such appraisals nearly always remain 
in the mind of the contact man. He 
knows that Jones is a testy, impulsive | DEALER SALES 
and touchy sort of a guy, but the sales | DIVISION 
manager back in the office doesn’t know | 315 Fourth Avenue, New York 10, N.Y. 
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TYPE CLEANING MADE EASIER 


with the amazing 


pa 


Typists ond business 
machine operctors wont 
*Norta Plastic Type Cleaner 
— it's easy to vse—no mess 
— no liquids to spill 


*NORTA THE ORIGINAL PLASTIC TYPE CLEANER 
Free somple sent upon request write to 
NORTA DISTRIBUTING COMPANY 
1165 Broadway, New York 1, N. Y. 





ADDING MACHINE PARTS 


Serving Dealers for 20 Years 
Write for Our Cataloa 
TUT Salem 11 
|. A. DEHN, JR. 


The Pioneer Adding Machine Parts Man 
ADDING MACHINE PARTS EXCLUSIVELY 


P. O. Box 144, Elmhurst Station, 
Oakland 3, Calif. 





AUTOCOPY 
Duplicator Fluid 


For brighter, clearer copies 

—longer runs! Instant drying 

prevents offsetting. Non-in- 

jurious to machines. Practic- 

ally odorless. Available in 

1 gal. cans or 54 gal. drums 
: Dealers write for complete 
all catalog! 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
18 West 18 Street, New York 11, N.Y. 














STOCK 
SIZES 


Tempered MASONITE CHAIR MATS 


We specialize in special 
sizes and special colors. 
CHAIRMASTER 
72 Park Place, Passaic, N. J. 


it which too often results in giving 
Jones the wrong kind of “treatment.” 
Why not brief this information about 
prospects in a file of the dealers’ sales 
department to whom most prospects re- 
main more or less faceless people? 


Offices go to great lengths to psycho- 
analyze their employees, to discover 
and record in each instance what sort 
of a man or woman is employed. Isn’t 
it just as important, or more so, that 
the prospect upon whose favorable re- 
actions the success of the business de- 
pends should be “pictured” in company 
files? Not only should the salesman 
know his man but this knowledge should 
be at the fingertips of the sales depart- 
ment. 


There has been developed a packaged 
unit by which any dealer or distributor, 
large or small, may set up and keep 
such a record of prospects for the guid- 
ance of the dealer and his staff. The 
“package” is arranged so that by simply 
dropping the unit into an empty letter 
or legal file drawer, the user is ready 
to begin. The psycho-file system elim- 
inates space consumed by heavy file 
guides and makes usable folders do the 
work of bulky alphabetical or numerical 
dividers. This Vers-A-File consists of 
26 alphabetic tabbed folders from A-Z. 
Each tab is of natural color and lam- 
inated with a heavy transparent plas- 
tic. These are used as miscellaneous 
folders. 


There are 100 folders with five as- 
sorted colored and insertable tabs: red, 
yellow, green, pink, blue, in this order. 
An ample supply of white card inserts 
are included. The five different colored 
insertable tab folders, extending beyond 
the alphabetical or miscellaneous fold- 
ers, are individual name folders for 
use where correspondence with one par- 
ticular individual or firm is heavy. Each 
is used to designate a certain type of 
temperament of a customer or prospect. 
Either the scheme of analysis is used 
or a method may be created by the 
user that would be more adaptable to 
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his needs. 

Another 150 blank file folders are in- 
cluded as well as 25 ft. of five-color 
insertable tabs in strip form. The colors 
correspond to the folder tab colors so 
that the user may expand the system. 
A set of six Div-I-Dex units is a part 
of the package and permits adoption 
of drop-in filing. Five printed out 
eards are used in the place of and to 
record the removal of a folder from 
the file, with the date, to whom de- 
livered, and when returned to the file. 

In devising the system for tagging 
prospects, C. R. Chamberlin of Ce!-U- 
Dex Corp. stated, “We have sought the 
best information possible on the value 
of such data in backing up contact sell- 
ers and building business. The sales- 
man can be immeasurably aided by his 
boss if the latter has an inkling of the 
temperament of the man to whom he 
is corresponding. Many wrong letters 
have been written to the right man 


Psycho-filo of sales prospects. 


because of the lack of facts about the 
person to whom it is being sent. <A 
psychology file notes different mental 
characteristics, such rating confined to, 








54 LAFAYETTE ST., 


NEW ELECTRONIC HOT WAX PROCESS! 


SPOT CARBONIZING CAN MAKE 
MONEY FOR YOU TOO! 

i Absolute register, non-smudge, finest quality, works 
perfectly for any printed job or form—2 to 12 parts! Hot wax Spot Carbonizing is ideal for 
tax bills, invoices, bank checks, airline tickets, pay envelopes, gummed labels, cash statements, 
etc. Write or phone today for samples and complete money-making details. 


NEW YORK 13 





© WA 55-2121 





FEDERAL 


OS 


FEDERAL 


- FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - FEDERAL - 


CASH REGISTERS 


For INDEPENDENT Dealers 
(Liberal Open Account Terms) 


- Wwuidid 


1wuidad 


“/fe FEDERAL CASH REGISTER CO. 


DEPT. 18 P.O. BOX 2265 KANSAS CITY, MO. 
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Don’t drop 
that screw ! f 


Hold it with an 
H.J.J. Screw- 
holding Driver 


Sizes to 

handle 

from *0 

to #i " 

screws 

y/ 

THE H.J.J. CO. 
268 Marlow Drive 
OAKLAND 5, CALIF. 


ste UP CU RETEST ESSE 
“Rae eRe 





Labeling's a Pleasure! 
Finding's Made Easy! 








with 
Pressure- 


Sensitive 


HANDY NEW LABEL HOLDER 
A Cel-U-Dex Product 


For office, plant and home labeling of Books, 
Binders, Boxes, Bins, Drawers, Shelves, Cabinets, 
Plans, Maps, Albums. 


JUST INSERT 
Your typed, written 
or printed label in 
Bind-X and 


STICK IT ON 
Sticks to metal, 
wood, leather, fiber, 
paper, glass, plastic, 
cloth, stone. Clear 6” 
transparent window 
in choice of & colors. 
Sturdy  reinforce- 
ment, Backed with 
latex adhesive. At 
stationers. 

Use flange-type 

Bind-X for 

POST BINDERS. 


length 
30c 


Makes 3 usual label 
holders, 1” or '/5” face. 
Choice of 8 colors. 


CEL-U-DEX 
1 Main St., 
Brooklyn 1, N. Y. 

















~~. ed! 


RITE-LINE COPYHOLDER 
WITH THE NEW TELESCOPIC EYEGUIDE 


Accommodates all widths of copy from a 
machine tape to 20 inches. Price, including 
the new Telescopic Eyeguide: $1775 

TAX EXTRA 
FREE TRIAL OFFER. Write, asking us to send you 
o RITE-LINE Copyholder with the understanding you 
may return it without charge within ten days. 


1025 15th Street, N. W. 
RITE-LINE CORP. 5 


Washington 5, D. C. 














Get 20% more Filing 
Space per Drawer with 
NORTHWEST "Vv" 
EXPANDING FILES 


» 


Y es sir, 4 Northwest 
"V"' expanding file 
drawers have the equi- 
valent in ‘'work- 

able capacity" 

of 5 conven- 

tional files with 

rigid fronts. 

Letters can be 
easily removed 
—and replaced without 
touching the followers. 
Drawer contents are 
tightly compressed 
when drawer front is 
swung closed. File 
clerks everywhere like 
them, for they're time- 
savers and reduce fil- 
~ fatigue. Made in 2, 
. 4 and 5 drawer models. Write for 
details, iMMEDIATE DELIVERY. tlt gue 


NORTHWEST METAL PRODUCTS CO. 


1337 E. Mason St., Dept. O, Green Bay, Wis. 
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say, five species of classifications. 
“For instance, a red-tabbed 
would designate an_ irritable 


folder 
stickler 


for short interviews and shorter letters. | 
type. | 
poor prospect requiring in- | 


Blue: indecisive 
Yellow: 
tensive selling and heavy flattery. Green : 
the untutored or chap of limited edu- 
cation who welcomes an informative 
letter in simple language. Pink: the 
impulsive, quick buyer, hale and hearty 
fellow. When better acquaintances are 
established, either through added con- 
tacts or by creating a customer, cor- 
rections can be made in the file if 
necessary, at the time a folder is trans- 
ferred from prospect to customer 
drawer.” 

This plan involves briefing every sales- 
man on the importance of the psycho 
file, how best to appraise each pros- 
pect on his characteristics on the first 
contact and conscientiously report the 
facts in a way that the record shall 
be clear and easily understood. While 
it is natural for the average salesman 
to be more or less impressed with the 
greeting and treatment a prospect or 
customer gives him, he is not always 
capable or ready to do any clear for- 
mulating of such conduct. 

Several procedures are practical for 
making salesman’s psycho reports. For 
instance, when a color has been de- 
termined for a filing system, all a 
salesman has to do is to designate the 
color applicable to his contact on his 
standard report sheet or card. If a 
fuller description of the salesman’s pros- 
pect or customer is demanded, this am- 
plification ean be written in a_ blank 
space on the back of his report sheet. 
The sales organization can help its 
salesmen classify and clearly formulate 
each prospect according to that pros- 
pect’s actions and words. <A simple 


slow-thinking, 


code for making such analyses in daily | 
selling is of great help in getting the | 


proper information into the psycho file 
so that the office will have a continuous 
and reliable picture of every individual 
its salesmen are at work on. 
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buy WITH CONFIDENCE 


Sa / WITH PROFIT 


The WORDEN name is your guide to quality 


No. 640—66"' x 42"' 
Blond Finish 


Whether it is our upholstered line or 
our wood office desk line, Worden 
furniture is made of selected materials 
so that the completed article is worthy 
of your good name and representation. 


No. 142 ST—42"' x 32" 


SEND FOR CATALOG 


By WORDEN Company 


200 EAST 17th STREET, HOLLAND, MICH. 














AMA Instruction Courses 


Three orientation seminars offering in- 
struction to business executives in par- 
ticular management techiques will be 
launched by American Management Assn. 
this month. The will cover 
Responsibilities and Tools of Sales Man- 
agement, Executive Discussion Leader- 
ship, and Top Management Planning and 
Control. Each will have three two-day 
sessions at AMA’s Management Center, 
330 West 42nd St., New York. 


seminars 


Second SPAA Chapter in L.A. 


Increased demands for membership in 
the Systems & Procedures Assn. of 
America has necessitated formation of a 
second chapter in the Los Angeles area. 
D. Y. Cole, Northrop Aircraft, Inc., was 
elected president; W. E. Staff, Peat, Mar- 
wick & Mitchell, vice president; W. W. 
Adams, Fluor Corp., treasurer; J. H. Me- 
Cormick, F. 8S. Raseo Co., secretary; 
Helen R. Wilson, Dashew Business Ma- 
chines, Ine., national director. ‘‘It is 
my opinion that Los Angeles will have 
a third chapter and possibly a fourth 
before the end of this year,’’ Mr. Cole 
said. The national by-laws permit only 
60 members per chapter. 


New Offset Plates 


Lithographic Technical Foundation an- 
nounced development of a  deep-etch 
photo offset plate on ungrained zine for 
the highest quality printing of runs 
which cannot stand the cost of most 
bi-metal plates. The foundation also 
has developed an inexpensive copper- 
aluminum plate. Neither plate is on the 
market as yet. 


158 


Raps Gov't Accounting Ideas 


Arbitrary imposition of unsound ac- 
counting practices on business by gov- 
ernmental bodies—executive, legislative 
and judicial—is endangering accepted 
accounting principles, says Dr. Herbert 
F. Taggart, CPA, in the official publica- 
tion of American Institute of Account- 
ants. Dr. Taggart, dean of University of 
Michigan School of Business Adminis- 
tration, states ‘‘In a free economy, what 
is good accounting is determined in busi- 
ness enterprise and not by governmental 
authority.’’ 


Norway’s Office Help Increases 


Norwegian Information Service re- 
ported an increase of 70% in Norway’s 
office workers from 1930 to 1950. In 
1950, 20% of Norwegian workers were 
employed in offices. 


Hiring File Clerks 

The first of a series of bi-monthly 
folders called ‘‘Record Trends,’’ pub- 
lished by Record Controls, Inc., 209 S. 
La Salle St., Chicago 4, tells how file 
clerks are easier to hire if their job is 
titled records clerk (or attendant, mana- 
ger, administrator, custodian, consultant, 
examiner), director of records, archivist 
or office librarian. 


Industrial Relations Workshop 


Developments in the field of labor- 
management relations are being dis- 
cussed by 28 specialists at an Industrial 
Relations Workshop which meets once a 
month as part of the adult evening study 
program at New York University’s 
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REYNOLDS & REYNOLDS PRECISION MADE 


ACCOUNTING MACHINE FORMS 


-» ASSURE YOU OF MAXIMUM 
ACCOUNTING MACHINE EFFICIENCY! 


PERFECT REGISTRATION GUARANTEED... Reynolds & Reynolds 
highly skilled specialists assure you of precision made accounting ma- 
chine forms. 
QUALITY FORMS AT LOW COST... mass production and an exclusive 
new process make Reynolds & Reynolds the leader in accounting 
machine forms production. This know how and efficiency, gained 
through years of experience, saves you money. 
PROMPT DELIVERY . . . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. 
COMPLETE SOURCE OF SUPPLY ... Reynolds & Reynolds can furnish 
binders, indexes, carbon paper, filing trays, stands and your other print- 
ing requirements. 
Reynolds & Reynolds is 
headquarters for all Accounting 


Machine Forms! 
ia 


The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


Please send me complete information on Reynolds & Reynolds 
Accounting Machine Forms 


the ; 


REYNOLDS& REYNOLDS 
Company 


BUSINESS FORMS SINCE 1866 
Oca ¥ 1 OM, O.. Rt: Oo 
SALES OFFICES IN MOST PRINCIPAL CITIES 


Moke of Machine ors 3 _Medel 
Nome 
Firm Name 


Address 


City 
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Reduce Noise, Increase Efficiency with VICTOR’S Exclusive 


Spar: 


‘ 


VICTOR CUSTOMS add, sub- 
tract, multiply, divide, calculate. 
Your choice of 10-key or full 
keyboard, electrically operated. 
Totals 11 or 9 columns. 


Revolutionary Design 
Reduces Noise 54%* 


Now Victor has surpassed even its own 
standards of silence in the high-speed Super- 
Quiet Custom adding machines. With the 
rugged mechanism “floating” in an exclusive 
sound-reducing case, Victor Customs are 
faster, more efficient, quiet as a whisper. 
Available in both 10-key and full key- 
board models, Victor Customs cut operating 


CUSTOM 
ADDING 





costs and simplify figure-work. A movable 
decimal marker, allows operator to pre-set 
decimal places, speeds calculation, eliminates 
counting columns on tape. 

There are 42 basic models in the Victor 
line, for every size and type of business. 


*Based on scientifically controlled tests. 


VICTOR ADDING MACHINE CO., CHICAGO 18, ILL. 
World’s Largest Exclusive Makers of Adding Machines. In Canada: McCaskey Systems Ltd., Galt, Ont. 


INVEST IN 


34 YEARS OF 
QUALITY RECOGNITION 
THE WORLD OVER 


Company Name 


1 ee See 


MACHINE 


em meee 


Victor Adding Machine Co., Chicago 18, Ill., Dept. OM-453 
Please send free literature on the Victor line including descriptive 
folder on the Super-Quiet Custom adding machines. 


See ee ee 
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Division of General Education. The 
workshop grew out of a course given by 
the Division of General Education’s 
Management Institute in 1950-51 when 
members of the class expressed a desire 
to continue their seminar studies and 
research to supplement the more formal 
educational program of the university. 


Uses for Vaporizers 
Columbia Glyeo-Master vaporizers, de- 


signed to prevent respiratory disease 
in offices, are being used in 
Texas to relieve sufferers asthma 


as well as to combat the spread of flu. 


contagion 
from 





National Conference 
& Exhibit Calendar 


Society for Advancement of Manage- 
ment, Statler Hotel, New York, April 
16-17. 

National Office Furniture Assn., Statler 
Hotel, Cleveland, April 26-29. 

Canadian Office Machine Dealers Assn., 
General Brock Hotel, Niagara Falls, 
Ont., May 8-9. 

Institute of Internal Auditors, 
Hotel, Cleveland, May 17-19. 

New York Stationery Show, New Yorker 
Hotel, May 17-22. 

Life Office Management Assn., spring: 
New Ocean House, Swampscott, Mass., 
May 25-26; national, Netherland Plaza 
Hotel, Cineinnati, Sept. 21-23. 

National Office Management Assn., Stat 
ler Hotel, Boston, May 24-28. 

NRDGA, Controllers Congress, Roosevelt 
Hotel, New Orleans, May 25-28, 

Insurance Accounting & Statistical Assn., 
Palmer House, Chicago, June 1-3. 

Accounting Div., Assn. of American Rail- 
roads, Edgewater Beach Hotel, Chi 
cago, June 1-4, 

Store Modernization Show, Madison Sq. 
Garden, New York, June 9-12. 

National Assn. of Cost Accountants, Stat- 
ler Hotel, Los Angeles, June 14-19, 

National Office Machine Dealers Assn., 


Statler 
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Glenn Mundwiler (standing), Marchant repre- 
sentative, watches Evan Rempel, sightless 
physicist, use his Marchant-Braille Calculator. 
While the blind could always operate calcu- 
lators, Braille symbols on the dials allow 
them to check factors and read answers. 


Ambassador Hotel, Atlantic City, N. J., 
June 18-20. 

National Machine Accountants Assn., 
Schroeder Hotel, Milwaukee, June 18- 
20. 

National Secretaries  Assn., 
Hotel, Seattle, July 15-18. 
National Business Forms Associates, 
hdgewater Beach Hotel, Chicago, Sept. 

2-6. 

National Stationery & Office Equipment 
Assn., Conrad Hilton Hotel, Chicago, 
Sept. 26-Oct. 1. 

Insurance Accountants Assn., Bellevue- 
Stratford Hotel, Philadelphia, Oct. 14- 
16. 

National Business Show, Grand Central 
Palace, New York, Oct. 19-24. 

National Assn. of Bank Auditors & Con- 
trollers, Roosevelt Hotel, New York, 
Oct. 19-22. 

National Institute of Governmental Pur- 
chasing, Netherland Plaza Hotel, Cin- 
cinnati, Nov. 8-11. 


Olympic 





.—. — AR S&S SONA CS 


Reolistically Priced to meet competi- 
tion 
Good Deliveries help you get orders 


Extra-Fast Delivery of stock Register 
Forms ond Snap-a-Parts 


Assured Repect Orders result from 
good-looking-good-working forms 


Dealer Selling Know-How eliminates 
unnecessary correspondence 


Simplified Price Lists and selling aids 


Complete Quotation and Somple 
Service 

Top-Quality Forms—lithographed or 
letterpress for every need 

Orders Shipped Under Your Label to 
Your Customer but billed to you 


Liberal Dealer Discount 


Established Deolers wanted in the South, Southwest 


ond Midwest 





Moving the Office 


(Continued from page 74) 


new office layout. Several office furni- 
ture manufacturers supply layout ma- 
terials. 

Furniture, business machines and 
equipment all have to be tagged and 
coded to correspond with the exact spot 
where this equipment will be moved—as 
shown on a floor plan of the new office 
area. The horizontal margin of a 
plan can be lettered and the vertical 
margin numbered. Each typewriter, 
desk, basket and what-not is then 
tagged and eoded: Al, A2, A3, ete., all 
the way to Zl, Z2, ete., to represent a 
small square or section of space in the 
new office. Tags are colored and num- 
bered by department and floor. Thus, 
the floor plan can be read like a map or 
ship’s chart checking longitude and 
latitude—to determine where an object 
is to be put in the new office. 

When a business is moved on a Fri- 
day afternoon, each worker will pack all 
of his desk contents into a special carton 
before going home. Cartons and boxes 
are tagged and scheduled for removal. 
For bulkier, more delicate or odd-shaped 
objects, special containers have been de- 
veloped by Weissberger’s. They buy or 
make special bins with shelves for ad- 
dressing machines and individual ear- 
tons for typewriters. For 70 years 
Weissberger has added up its experience 
and subtracted the mistakes of its 
clients. This information is briefed into 
the suggestions on pages 72 and 73. 

Now the big plan is put into action. 
Moving men are assigned to loading. un- 
loading; to setting up goods to be 
transferred and breaking down loaded 
goods already delivered. Many objects 
to be moved are placed on dollies and 
never leave those wheels until thev are 
set down in their new locations. All ear- 
tons, boxes, bins, dollies and other furni- 
ture and equipment are taken down 
specifically assigned elevators. 
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To save time and avoid waste motion 
of men and equipment, the entire trans- 
fer depends upon keeping everyone and 
everything in efficient operation. As 
goods are removed from trucks they are 
grouped for convenient delivery by 
elevator to the same floor in the new 
quarters. Delaying or stalling the movers 
can result from interference. They are 
best left to do their assigned and ex- 
perienced work. 

Moving time provides a good oppor- 
tunity to incorporate some special 
“extras”. Here’s a chance to clean house. 
You also can have certain equipment re- 
painted, repaired—or tossed out as your 
“spring cleaning” progresses. That’s one 
way to cut down your moving load. By 
the same token you may consider storing 
your inactive records which waste valu- 
able office space. 

Arrangements must be made with the 
telephone company to drop old telephone 
lines and install lines at the new office. 
This presents an occasion to have a new 
switchboard or additional trunklines, 
provided these arrangements can be 
made with telephone company repre- 
sentatives sufficiently in advance. When 











“Sorry I'm late—I missed the ferry.” 
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PRINT-O-MATICS "PERFECT PAIR” 
WORLD'S FINEST 
FULL-SIZED 
DUPLICATOR 
ender 60.00 


MODEL 4-A 


Fast—Accurate—Efficient 
Handles Post-Card to Legal Size “oT pe 
n-Fa 
Write for Complete Catalog of Du- sth 


plicating Equipment and Supplies STENCILS 
PRINT-O-MATIC CO., INC. + Merchandise Mart - Chicago 54, lIilinois 





ALL PURE COMMERCIAL 


WAXES 
CARNAUBA © OURICURY » BEESWAX 


Sole Agents 
GENUINE 


*RIEBECK BRAND 


MONTAN WAX 


STROHMEYER & ARPE CO. 
139 Franklin St., New York 13, N. Y. 
* Reg. U.S. Pat. Off. 








COMPTOMETERS 
Repaired and Overhauled 
For Dealers 


For information and prices, 
write to John Bialas, 


Chicago Adding Machine Service 
537 S. Dearborn Street 
Chicago 5, Ill. 








Genuine Engraved 


FREE DESIGN 
FREE PROOFS 








FREE DIE 


JJewhberry Engraving Co. 
801 SO. 20TH STREET - BIRMINGHAM 5, ALABAMA 
America 5 


Lorgest Engraver of Fine Stationery 








No snagged hose! 


Wh No bruised shins! 


with NEW 
'*STYLINE’’ STANDS 


No crossbars to bruise shins 

No sharp edges to snag hose 
Offers most leg room 

Assembles in less than 3 minutes 


Modern styling offers most leg room... 
ends complaints, increases employee effi- 
ciency. Users everywhere praise its sway- 
proof construction. Elevator base easily 
shifts to legs or casters. Other models. 


NEW LOW COST 

“EXPANDO” POSTING TRAY 

© Expandable to 9/2" 

© Holds 1900 sheets, 25 guides 

© Handles variety of card sizes 

© Weighs only 412 Ibs. 

search time Designed 
bookkeeping systems. Even 


records at best 
Dust-proot 


Eliminates speeds posting 
for modern machine 


keeps 
to 


angle. 
with 


pressure posting 


Sturdy 
loc k 


stand match hood 


available. 


; 14: Literature! 


Send FREE literature as checked: 


“Styline” stands | “Expando”’ trays 


Weber Brothers metar worxs 


106 North Jefferson St., Chicago 6, Ill. 
QUALITY PRODUCTS SINCE 1885 


z 


'your transfer is complete, telephones 
|should be already installed and ready 
| for use. 


| Your eustomers or clients, as well as 
| the companies which serve your firm, all 
_must be notified of your change of tele- 
|phone number (if there to be a 
'change) and change of address. Such 
‘changes also must be corrected on busi- 
ness cards, letterheads and other forms 
which bear your company name, address 
and telephone number. Here is another 
opening for you to have forms re-de- 
signed if you feel the need for a change 
or improvement. Don’t forget to notify 
the post office of your change of address. 


IS 


Moving valuables and safes may re- 
quire special handling. Small offices 
which have few valuables, such as ne- 
gotiable papers and other documents, 
generally place these in an enclosed eon- 
tainer which can be sealed by the mover. 
In many instances such important ma- 
terials are left in a company safe which 
can be moved by most larger moving 
companies. sigger firms which have 
large numbers of stocks, bonds, ete., en- 
an armored car company which 
transports valuables under armed guard. 


gage 


Movers can transfer almost any safe, 
usually employing three men, special 
equipment and elevator. In such in- 
stances, valuable papers can be left in 
these safes. Movers who do not have 
special safe-moving equipment and 
licenses often sub-let such work to an 
outside safe man who handles’ very 
heavy machinery. In older buildings, 
large and heavy equipment ean be 
lowered only by outside hoists suspended 
from rooftops. Movers who do such 
work must have a rigger’s license. 

File cabinets and desks can be left 
completely filled with papers and other 
materials when they are about to be 
moved. There almost no limit to 
weight of such objects to be transferred, 
but loose articles should be removed from 
desks and packed individually. In some 
eases desks may have to be dis-assembled 
before they can be transported, although 
this does not happen often. Here again, 


IS 
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The SENIOR EXECUTIVE Series 

combines the three factors which complement the activities of 
every busy executive: superlative quality .. . proven efficiency .. . 
and unsurpassed beauty. Every detail in this modern, functional 
line of fine desks and matching accessories is an “Executive” 
feature of superiority. Send for name of nearest dealer. 


F3G69NF098 GIRAIIIRAG, oss. 


P. O. Box 1048 — Oklahoma City, Oklahoma 
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Streamlined for busy, 


top-flight executives 


All desk pedestal drawers 
operate on roller bearings 


This new, exclusive Executive feature of 
adjustable, roller bearings (patent applied for) 
assures easy, silent operation of ALL drawers, 
even when heavily loaded. Actually, loaded 
drawers slide in and out more easily than empty 
drawers not having this feature! These 
adjustable bearings assure ease of operation, 
longer life and full interchangeability 

of all drawers. 











CARBON PAPERS 


Typewriter, Billing, Fan-Fold, 
Pencil, Carbon Jackets, Regis- 
ter Rolls. 


INKED RIBBONS 
HECTOGRAPH SUPPLIES 


Cod — MFG. CORP. 


Factory: CORAOPOLIS, PA. 
401 Wood Street, Pittsburgh 22, Pa. 


40 E. 40th St. 564 W. Monroe St. 
New York 16, N. Y. Chicago 6, Ill. 


aye 





movers stress that each job presents a 
set of circumstances which must be 
handled accordingly. 

Where to start first in preparing to 
move may be a problem. In many 
instances floor coverings should’ be 
moved first—particularly if they are 
nailed or tacked down. Most, if not all 
moving companies do not handle the 
transfer of such coverings. That job 
is left to a floor covering specialist who 
does double duty. He ups the old floor 
covering and moves it to a new location 
or handles the installation of a new 
covering. His work should precede the 
rest of the transfer because floor cover- 
ing must be fit, cut, then tacked or 
cemented into place before any other 
equipment can be placed over it. Where 
old coverings can be re-used, they are 
restored to service. Otherwise, new 
flooring may be laid. Perhaps the old 
coverings may be left in the old office 
or removed and discarded. Loose rugs 
are upped, bundled and handled by the 
mover. 

A mover usually takes down wall 
coverings—even as he takes up loose 
rugs—but he leaves the arrangement of 
both wall coverings and rugs to the 
office occupants for individual taste and 
diseretion in decorating and furnishing. 
The mover does not hang anything lest 


VARiGRAPH 
LETTERING INSTRUMENT 


“ch LS 
\Enslis 

© VOGUE 
°NS-Serif 


BODONI 


| Now anyone can do perfect hand-lettering to fit 
any job. Varigraph letters more than 500 sizes 
and shapes from each of 113 type style templets, 
Write today. No obligation. Dept. 122 


VARiGRAPH co., INC MADISON 1 


© WISCONSIN 
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he damage walls. 

Reliable movers invariably do a good 
job and avert headaches for the execu- 
tive in charge of moving. Nevertheless, 
it is important to note a mover’s liabil- 
itv. He is legally limited up to $50 for 
each object moved—unless a_ greater 
amount is declared and covering § ar- 
rangements are made before anything is 
touched. This limitation applies only 
to circumstances within a mover’s con- 
trol, thus ruling out acts of God, for 
example. 

Further coverage may be obtained by 
the firm which is having its office moved. 
Such a firm may purchase additional 
eoverage from an insurance broker. The 
firm also can obtain additional respon- 
sibility from the mover. That is, at a 
certain fixed rate—currently about 10¢ 
for each $100 for each article to be 
moved in the New York area, for ex- 
ample—the client may obtain added 
responsibility on the part of the mover. 
This is not insurance, but it is increased 
mover responsibility. In all eases, 
negligence on the part of a mover must 
be proved by a client who makes a claim. 

During our present times of expand- 
ing economy, dented by certain inflation- 
ary pressures, higher taxes and higher 
costs of doing business in some metro- 
politan areas particularly, many com- 
panies are moving out of big cities and 
into smaller ones. Other companies are 
moving branch offices from one city to 
another. And entire companies may 
move lock, stock and office from the far 
north to the deep south, or from the 
near east to the far west. Such com- 
panies need the services of an inter- 
state mover properly accredited by the 
U.S. Government after filing tariffs with 
the Interstate Commerce Commission. 
Among others, Manhattan Storage & 
Warehouse Co., whose Norman F. Miller 
supplied some of the information in this 
article, is a member of Allied Van Lines, 
Ine., which has agents in cities through- 
out the country. They specialize in long 
distance moving and provide transit in- 
surance. As a cooperating agent, Man- 
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STEEL PERSONAL FILE 


File No. 442 is made of 
heavy steel to last for 
years. Equipped with 
key and strong lock that 
stays closed. Gray ham- 
merloid finish. Inside are 
letter-size folders, alpha- 
betical, monthly and 
blank. Individually 
boxed, 6 to carton. 

Get at dealers or write 
for prices and discounts. 


AMBERG FILE & INDEX CO. 
1601 Duane Bivd., Kankakee, Ill. 


SAVE ON 


Write for Free Catalog 


Consolidated 


Office Supply Co. 


711-A S. Dearborn Street 
Chicago 5, Ill. 


OFFICE SUPPLIES 





EX P ORT 
BOOKKEEPING 


MACHINES 


CALCULATORS 
TYPEWRITERS 


ALL MAKES, Used and Rebuilt 
Mail or Cable us your enquiries, We guar- 
antee prompt personal attention, lowest 
Prices and absolutely reliable service. 


128 LAFAYETTE STREET 
NEW YORK 13, N. Y. 








Cables: “*ERGIBIAN.”’ Telephone. REctor 2-6580 








COTTERMAN TUBULAR 
WELDED STEEL 
SAFETY LADDERS 
For Filing Rooms, 
Stock Rooms, Vaults. 
Strong—Easy to Move, 
Easy to Climb. 


Mounted on Swivel Brake 
Casters which allow the lad- 
der to be rolled freely when 
no ene is on it. hen you 
step on the ladder the rub- 
ber cushioned legs rest on 
the floor and prevent rolling 
Made in 7 heights—2 widths. 
Send for Circular 52-0 and 


1D. COTTERMAN, Mfr. 
4535 N. Ravenswood Ave. 
Chicago 40, Jil. 
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ua 

result from 
sparkling type... 
and the best known 


meons to that end is 
the incomparable 








Here is the simplest, fastest and 
CLEANes? type cleaner—a favorite 
with bosses and typists alike. The 
sturdy dauber eliminates spattering 
and drudgery. Slower evaporating 
and hence more economical. Non- 
inflarnmable. Try CLAR-O-TYPE and 
watch your letters really sparkle! 


_~weowwereewwewweerweweweweweeweweeweww~wv* 


60¢ at all stationers and typewriter dealers 














% ADJUSTO-SWING fits most desks, wood or 
metal. Easily attached. 

*% Adjustable to proper height. 

*% Converts flat top to Steno desks. 


% insures your machines against tipping over. 


Adjusto-Swing Office Machine Stands Co. 
509 Shelby St. Detroit 26, Mich. 
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subtracts automatically up to 10,000,000.00. Spe- 
cial models for all currencies. 


ADDIATOR-Rechenmaschinenfabrik 








Berlin-West, Chib., Germany 








Calon 


NEW! for your office 


self-starting electric 
CALENDAR CLOCKS 


"Time at a glance.” 


Calchron automatically changes each day, showing 


month, date and hour at a glance. Easy to set, 
Calchron runs accurately—permanently. Handsome- 
\ styled in wood, plastic and metal cases, it adds 
istinction to any office. Write for catalog and 
price list on complete line. 





Personalized imprinting available 


PENNWOOD NUMECHRON CO. 


7249 Frankstown Ave., Pittsburgh 8, Pa. 
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hattan Storage generally trailer 
vans in interstate hauling. For instance, 
office equipment being moved from coast 
to coast is loaded in a Manhattan Stor- 
age van in New York and will remain 
intact in that van until it is removed in 
San Francisco. 

There are instances where interstate 
moving may be done by not keeping 
goods within the same van. Railroad 
freight may be used along the way. 
Goods and office equipment in this case 
are loaded into a truck which transfers 
them onto a train which carries this ma- 
terial as railroad freight until it is un- 
loaded at its final destination and re- 
loaded and delivered by another truck. 
Such arrangements, of course, are made 
far in advance of an actual move. How- 
ever, the current trend appears to be 
away from this truck-train-truck system 
of long haul moving. 

Office managers contemplating an out- 
of-town move should keep certain cost 
factors in mind: (1) Interstate moving 
is charged on a weight basis. (2) Local 


uses 


tive 


Efficient Turks... 


Mistake Inks 


930 ENSEMBLE (Pink & Gray Rubber). 
1 combination eraser that does most every- 
thing. Handy, bias-beveled shape. Soft, 
pink pencil rubber joined to soft, gray ink 
eraser. For ink, pencil and crayon erasing. 
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moving is charged on a hourly basis. 

At times, Mr. Miller of Manhattan 
Storage & Warehouse Co. asked 
whether his company extends a special 
combination or “package rate” to a firm 
which has part of its office equipment 
and records moved and part of it stored 
in Manhattan facilities. “No,” says Mr. 
Miller. There is a separate established 
standard rate for each type of opera- 
tion. 

What to look for in a mover? There’s 
a question which business firms should 
answer in a business manner. Check on 
the financial responsibility of a mover 
by asking his bank for references. In- 
vestigate the mover’s insurance rates as 
a yardstick of his past performance 
the higher his insurance rates, invariably 
the lower his performance. You might 
ask a mover for references—and verify 
them. Choosing a mover resembles hir- 
ing a trusted employee because you will 
be entrusting the business tools and 
records of your company to him while 
your firm is in transit between addresses. 


IS 


TALK TO A TURK and 
knows all the answers about Weldon Rob- 
erts Erasers when it comes to correcting 
mistakes in Turkish and any other language. 
Talk turkey to anyone who knows eraser 
performance and erasers and you will find 
out that the top preference is Weldon Rob- 
erts. Their super-quality, dependable uni- 
formity—sizes, shapes, textures—give you 
ALL of the best answers for correcting mis- 
takes in handwriting, typewriting, business 
machine writing, artwork, drafting. Select 
Weldon Roberts Erasers today at your sta- 
tioner’s for your specific needs. 


you'll find he 


WELDON ROBERTS RUBBER CO. 
6th Ave. & No. 13th St., Newark 7, N 
World’s Foremost Eraser Specialists 


Correct Mistakes in Any Language 





Industry 





Smith-Corona Officers 


At a meeting of 
the board of diree- 
tors of L. C. Smith 
& Corona Typewrit- 
Victor H. 
Davidson was elect- 
ed chairman of the 
board, 
the late 
H. Turner. 
will 
duties as 
Elwyn L. 
Smith, president, continues as chief ex- 
officer. 


ers Ine., 


succeeding 
Samuel G. 
Mr. Da- 
vidson carry 
Victor H. Davidson on his ; 
vice 


executive president. 


James FEF. Towers 
elected chairman of the executive 
mittee. Harold Edwards and James B. 
McCormick were elected members of the 
executive committee. Mr. 
also elected a member of the 
committee of which Harry W. 
remains chairman. 


ecutive was 


com 


Towers was 
finance 


Davies 


Friden Officers 


John M. Lund, 
executive vice pres- 
and general 
manager, Friden 
Caleulating Ma- 
chine Co., has been 
appointed chairman 
of the newly 
ated executive com- 
mittee by Walter 
S. Johnson, presi- 
dent. Other 
bers of the committee are Lawrence B. 
Taylor and Philip R. Samwell, vice pres- 
idents. Charles T. Gruenhagen is secre 
tary-treasurer, Harry Billings, 
secretary, and Victor C. Berds, assistant 


ident 


cre- 


John M. Lund 


mem- 


assistant 
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treasurer. J. B. Alberta Haw- 
thorne, Stanley M. Friden and Messrs. 
Johnson, Lund, Gruenhagen and Samwell 
were named directors. 


Lewis, 


Wheeler Elects Officers 


Dawson J. Burns 
was elected presi- “a 
dent of Wheeler 
Insulated Wire Co., 
and George B. 
Horn, vice _presi- 
dent and_ general 
manager, it was an- 
nounced by Harry 
K. Vickers, presi- 
dent of Sperry 
Mr. Burns, 
also a director of the company, succeeds 
A. Roy Welton, who retired the end of 
last year. Mr. Burns has been with the 
Sperry Corp. since 1949 and prior to that 
was president of Ward-Leonard Electric 
Co. 
in an advisory capacity and will main- 
tain his headquarters in the parent com- 
pany’s office in New York. Mr. Horn, 
formerly vice president and works mana- 


; George B. Horn 
Corp. 


He is still associated with Sperry 


ger, has been associated with the com- 


pany since 1934. 


Burroughs Elects Sawyer 

Charles Sawyer, former Secretary of 
was elected to the board of 
Burroughs Adding Machine 
Co., it announced by Burroughs’ 
President John 8. Coleman. ‘‘We are 
very pleased by the prospect of having 
Mr. Sawyer’s wise counsel in our man- 
agement,’’ Mr. Coleman said. ‘‘ His long 
experience as a successful businessman 


Commeree, 
directors of 
was 
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Sure-Rite’s NY/in ribbon is an entirely new type- 
writer ribbon. It has the absorption of cotton, the 
sharpness of silk, and the durability of nylon! 


You'll turn frowns into smiles because: 


1 NY/in typewriter ribbons last longer than any other 
ribbon. They stay inked longer and produce copies 
just the way you and your boss like them. 


2 You get clearer, brighter impressions —less type 
cleaning. 


3 Sure-Rite NY/in typewriter ribbons are uncondi 
tionally guaranteed! 

For smiles—and finer, clearer copies, try a new 
NY/in ribbon, today! 


AMERICAN STENCIL MFG. CO. 


— 


AMERICAN STENCIL MFG. CO 
2714 Walnut St, Denver 5, Colo 

Please send me further information on the new Sure 
Rite NY/in typewriter ribbon 


Your Name 
Firm Name Student 
Address 


City 
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And why shouldn’t she be happy—her office has 
gone “Victor Visible” exclusively. 


No more thumbing through endless stacks of file 
cards that frequently get misplaced. No more strug- 
gling with inefficient records and systems that con- 
sume both time and temper. 

Now, she depends on Victor Sectional Visible to 
flash needed information instantly via special signals 
set in the visible margins. And as her records in- 
crease, she merely adds a single-slide section to the 
sectional file. This exclusive “add-as-you-need-’em” 
Victor feature keeps her records constantly up-to- 
date and helps her boss cut costs, too. 

Visit your Victor Dealer today. See the many 
time-saving features of Victor Sectional Visible. 
And don’t miss the compact, portable means of 
record-keeping—the low-cost Victor Book Visible. 
It’s record efficiency on the go! 


EET STE ST 
pe ee 








THE VICTOR SAFE AND EQUIPMENT COMPANY 
North Tonawanda New York 
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and high government official will be of 
great value to us in the overall direction 
of the company’s affairs in the years 
ahead.’’ 


Borroughs Ad Manager 

J. E. 
manager, 
Mfg. Co., Kalama 
Mich., an- 
nounced the ap- 
Glen 


Davis, sales 


sorroughs 
Z00, 


pointment of 
Gourley as assist- 
ant sales manager 
and advertising 
manager. Mr. Gour- 


ley has a 


or 


Glen Gourley 


back- 
ground of 15 years 
experience in the industry, including 
home and branch office sales work with 
two leading manufacturers of metal of 
fice equipment. He has also served as 
manufacturer’s representative in the 
Sorroughs Mfg. Co. is a sub 
American Metal Produets Co, 


midwest. 
sidiary of 
of Detroit. 


Vail Acquires Hotchkiss 

Vail Mfg. Co. has acquired E. H. 
Hotchkiss Co., and all equipment, ma 
chinery and stock have been moved from 
Norwalk, Conn., to Chicago. Hotchkiss 
Co. will continue to operate as a sepa 
rate unit as a subsidiary of Vail Mfg. 


‘oO. 


Remington Rand 
dealer sales person- 
nel watch assembly 
of portable type- 
writer segments at 
their Elmira, N. Y., 
factory during the 
recent national sales 
conference of Rem- 
ington Rand's Deal- 
er Sales Division. 
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Monroe Executives 


Thomas R. Kyle has been appointed 
Monroe 
was an 


domestic sales manager of the 
Caleulating Machine Co., it 

nounced by W. G. Zaenglein, president. 
He will have headquarters at Monroe’s 
general Orange, N. J. Mr. 
Kyle, who was division sales manager at 
San Antonio, has with 


offices in 
been connected 
Monroe for 24 years. 


Thomas R. Kyle E. H. Tiffany Jr. 


E. H. Tiffany Jr. 
of directors, according to A. B. 


was elected to the 
board 
Connable Jr., chairman of the board. 
Mr. Tiffany has with 
Monroe for the past six years as public 


been associated 
counsel, He 
Hartman & 
Co., New York advertising agency. 


relations and 
is vice president of La. Bi 


advertising 


U.S. Envelope Expands 
the growing business volume 
United States 


To meet 


on west and east coasts, 





Envelope Co. is building an addition to 
its Los Angeles plant which will double 
its productive capacity, while construc- 
tion will start shortly on a new factory 
on 48% acres in Raritan Township, N. J. 
The company has manufacturing divi- 
sions in seven states serving the entire 
nation. 


Dashew Expands 

Stanley A. 
shew, president, 
Dashew Business 
Machines, Inc., an- 
nounced appoint- 
ment of Helen R. 
Wilson as _ public 
relations director. 
A public relations 
and management 
consultant, Miss 
Wilson was _ for- 
merly associated with Remington Rand, 
American Steel & Wire Co., Sperry Gyro- 
scope and Mutual Life Insurance Co. of 
N. Y. Currently, she is public relations 


Da- 


Helen R. Wilson 


director for the Los Angeles Chapter of 
Systems & Procedures Assn. of America 
and a governor on the board. Mr. Da- 
shew said, ‘‘Increased demands by busi- 
ness and military organizations for our 
automatic plate 
machine has forced the 
sion of administrative, engineering and 


embossing 


expan- 


pushbutton 
sudden 


manufacturing facilities to include two 
new manufacturing divisions, Steven En- 
gineering Co. and Century Mfg. Co. 
Frederick B. Lowe was appointed serv- 
Mr. Lowe was 
Corp. 
He was assistant to 


ice department manager. 
with Addressograph-Multigraph 
for some 26 years. 
the national service manager and a serv- 
ice and training instructor prior to his 
appointment as service manager in the 
Salt Lake City area. He 
staff of service representatives as part 
of the newly developed cost control cus- 
tomer service plan. 


now heads a 


Denver Manager for Ennis 
Scott Denny, sales manager, Ennis Tag 
& Salesbook and American Carbon Paper 





GUARANTEED 


to produce quicker and 
more accurate results 
than any other collating 


aid on the market. inclined angle. 





Paper handling done in half the time and at half the cost. 
One worker easily collates 3,500 sheets an hour. No fatigue; 
worker sits or stands. 


Racks are all aluminum, each section holding 500 sheets at 
Use racks singly, or two or more together 
for large gatherings. 


See Your Dealer or Write: Evans Specialty Co., Inc., 403 N. Munford St., Richmond 20, Va. 


on COLLATING 


by using 


Evans 


GATHERING RACKS 





SHOWN: Two 6-section DU Racks at 
$14.00; 7 other Models, $10.00 to $25.00 


Collapse for setting aside. 
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Mfg. Co., of Ennis, Texas, and Chatham, 
Ve., appointment of H. F. 
(Bud) Monnich to manager of their Den- 
ver branch. Prior to assuming his pres- 
ent position Mr. Monnich was district | 
representative for Standard Register Co. | 
With headquarters in Denver, he will 
supervise sales of Ennis products in New | 
Mexico, Colorado, Utah, Idaho, Wyoming | 
and Montana. | 


announced 


Nekoosa-Edwards Promotions 


Promotions of four key men in manu- 
facturing and _ technical departments 
were announced by John FE. Alexander, 
president and general manager, Nekoosa- 
Edwards Paper Co., Port Edwards, Wis. | 
Richard A. Nugent assumes new respon- 
sibilities consisting of planning with 
particular regard to expansion and im- 
provement of facilities in both Port Ed- 
wards and Nekoosa mills. He will work 
in close contact with the manager of 
scheduling and planning; engineering de- 
partments and operating personnel. Dr. 
Charles M. Sigvardt is general superin- 
tendent of the Nekoosa mill. He will 
assume all of the responsibilities for- 
merly held by Mr. Nugent, who was 
manufacturing superintendent of the 
mill. Dr. Truman A. Pascoe is research 
director and Dr. Herbert W. Rowe was 
technical director. Dr. Pascoe 
will devote his attention to the many 
research problems and Dr. Rowe will 
supervise laboratory personnel and be re- 
sponsible for administration of the tech- 
nical department. 


named 


Heads Ames Rubber Corp. 


A. R. Ames Jr. was elected president 
of Ames Rubber Corp., Hamburg, N. J. | 
He is a vice president of Ames Supply | 
Co. and technical director of Ames Re- | 
search Laboratory. He has been with 
Ames Supply Co. since 1937. In 1939 
he became assistant foreman of the Chi- 
cago branch shop and in 1941 he was 
promoted to shop foreman and 90% of 
his time was devoted to working with 
office machine platens. He became fa- 
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WHEN YOU BUY OFFICE FURNITURE 
Specify Desks by imperial 


ASK YOUR DEALER 
Imperial 


DESK CO. 
Evansville, Indiana 








3 PHON PROBLEMS 


SOLVED ——_ 


1. Safeguarding privacy. 

2. Quieting the office. 

3. Better hearing—noisy places. 
HUSH-A-PHONE 
Model for all types 
of phones and dic- 
tating machines. 
Write for Literature 
HUSH-A-PHONE 


65 Madison Ave. 
Room 710 








New York 16 





“K-LINE" Self-Locking Posts 


POLISHED ALUMINUM 


EFFICIENT 
NON-CORROSIVE 
POSTS FOR 
PERMANENTLY 
BINDING RECORDS 
IN STORAGE 
BINDERS. VARIOUS 
LENGTHS AVAIL- 
ABLE FOR |4,", 
5/16" & %'' HOLES 
EXPANSION UP TO 
7/2 INCHES 


Prices with full details on request. 


W. R. KLINE CO. 


440—73rd Street Brooklyn 9, N. ¥ 





Autocopy Master Sets 
PLAIN OR PRINTED 

For all Direct Process Spirit Duplicators— 
AUTOCOPY offers the most perfect combina- 
tion of Spirit carbon formula and Master paper 
to be had. Master sets provide perfect regis- 
tration without collating. No time lost insert- 
ing carbons. No smudged fingers. 


AUTOCOPY, INCORPORATED 


12150 South Peoria St., Chicago 43, Ill. 
18 West 18 Street, New York 11, N.Y. 














ontrolled Front Feed Stop 
Gives Precision Alignment 


FOR FAST, ACCURATE TYPING 
OF BOTTOM LINE INDEX 
ON ALL VISIBLE CARDS 


10 Card Sizes — $1.85 to $2.30 


Ask Your Visible Spetees Se Supplier 
or write to PALSON MFG. 
280 Main St., Worcester 8, io. 


AVAILABLE AGAIN! 








Mail Order Today 


| 
mn 
FROM STOCK 


A metal cabinet map file—with 





x 





SHIPPED 


locking doors. 112 tilting tubes. 
Easy to file and find maps, 
tracings to 60”. 


PATENT NO 1610368. Other Patents Pending. 


SCOTT-RICE COMPANY 
610 S. Main Tulsa 3, Okla. 














= ey (UNG LET 


Costumers, Ward- 
robe Racks, Locker 
Racks and Check 
~ Rooms. 





ys ule oe ee oan 


An Answer to every 
Wraps Problem 


Welded steel Valet Racks keep 
wraps dry, aired and “in 
press”...end unsanitary 
locker room conditions 

. save floor space—fit 
in anywhere. ..standard 
in all strictly modern 
offices, factories, hotels, 
clubs, schools, churches, 

institutions 
or wherever 
there is a wraps 


problem. yi for Oe 4, 
VOGEL-PETERSON CO. 


N21 West 37th St. *© Chicago 9, Ill. 





| The PARALINER is a new device for rul- 


ing forms. It has a micrometer-like setting 
knob by which the distance between lines 
is measured. When once set the straight 


| edge moves forward the exact measured 


distance step by step, with a slight pres- 
sure of the thumb and forefinger. The oper- 


| ation is very simple and anyone can pro- 


duce forms the equal of a skilled draftsman. 
Send for full particulors 


THE PARALINER COMPANY, INC. 
226 Colorado Bidg., Washington 5, D. C. 
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miliar with dealer needs in platen per 
formance and quality when he was in 
charge of sales correspondence in 1947. 
Since organization of Ames Rubber Corp. 
he has worked closely with the manufac- 
turing and testing of platen compounds. 
In 1950, Ames Research Laboratory was 
established and he became technical di- 
rector. Last year he was one of the vice 
chairmen of Ames Rubber Corp. 


Underwood Eastern Manager 


Robert J. Heim, New Or- 
leans regional Underwood 


formerly 
of 

Corp., has been promoted eastern district 
he 
and service activities in the middle At- 
lantic and northeastern states, it was an- 
nounced by W. F. Arnold, vice president. 
Mr. Heim started with Underwood as a 
clerk in the New Orleans office in 1927, 
was transferred two years later to the 
in New York where he held 
& position as accountant 
1936 he 


manager 


manager where will direct the sales 


home oftice 
in the econ 
returned to 


an 
troller’s office. In 


Three-dimensional display supplied to dealers 

by Victor Adding Machine Co. as part of 

promotion commemorating production of their 
millionth machine. 
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Specially-treated to lie flat, easy to insert 
and remove. 


No Smudge 


Clean, sharp copies—unmarred by treeing 
and unsightly smudges. 


Ne Soil 


Clean to handle—doesn’t soil fingers or 
smear clothes. 


Ne Drudge 


Facilitates office routine, because the right 
grade and weight is available for one or 
ten copies. 


Put ’em all together and you will 
understand why so many offices use 


PEERLESS-IMPERIAL 


No Curt-No Smudge 
CARBON 


Ask your Dealer for sample sheets or 
write us. 


PEERLESS IMPERIAL CO., Inc. 


General Office and Factory 

28 Peerless Place, Newark 5, New Jersey 
N.Y. Office : 13, 110 Franklin St. ** Chicago 2,179 W. Washington St 
Detroit 18, 37 Linden St., River Rouge, Michigan 





Matchless in Performance 
Matchless in VALUE 


$99 50 


(Plus Fed. tax 
& sunolies) 


MODEL 40-H 


Foot Operated 
Master Addresser 


No other spirit type addresser on the market today can 
match the pertormance of this FOOT OPERATED Medel 
40-H Master Addresser. It is not only the fastest spirit 
type addresser on ordinary size envelopes—it is incom 
parably faster on large or odd-size mailing pieces. De- 
creased operator fatigue allows continuous high produc 
tion throughout an eight-hour day 


Note these VALUE features: 

FOOT OPERATED—for ease of operation and speed. 
AUTOMATIC ADVANCEMENT OF NAME TAPE 
VARIABLE MARGIN GUIDE—for any size mailing piece. 


With the Model 40-H you can offer your customers the 
best buy in spirit type addressers—a FOOT OPERATED 
machine—at a fair profit for the dealer, with the maxi 
mum of value for the customer 


DESK MODELS, $24.50 end $44.50 
(Plus Fed. tax) 


When you sell Master Addresser products you sell well 
styled quality merchandise of known and dependable 
VALUE. They have a selling record that will bring you 
sales and repeat volume beyond your expectations. 


NATIONALLY ADVERTISED EVERY MONTH 
Master Addresser helps you sell—saves your time. 


Write today for full details 





| enrolls the 





6500-0 iPr Mell ecdsee (E, 


Minneapolis 16, Minnesota 





New Orleans to sell typewriters and in 
1943 was appointed accounting and add- 
ing machine division manager there. In 
1945 he was promoted to regional mana- 
ger at New Orleans. 


Eppert Talks to Dealers 

Ray R. Eppert, executive vice presi- 
dent, Burroughs Adding Machine Co., 
told a meeting of the New York Office 
Machine Dealers Assn. last month that 
with dwindling profit margins, the key 
to business survival lies in maximum 
productivity in the office. ‘‘Once this 
was felt primarily by big 
business concerns. In these days, how- 
ever, the complexity and burden of pa- 
perwork is not lessened in a _ business 
of medium or small size. On the con- 
trary, it is in that the 
rising cost of meeting office demands is 
most sorely felt,’’ stated Mr. Eppert. 


conelusion 


small business 


Hermes Sales Manager 


David Sigler was named sales mana- 
ger of the Hermes Division, Paillard 
Products, Ine., by Hans Stauder, vice 
president and general manager. Mr. Sig- 
ler had been with the Remington Rand 
sales division since 1944. 


Trophy offered by 
Jack Weiner, presi- 
dent, National Of- 
fice Machine Deal- 
ers Assn., to the 
member not con- 
nected with a local 
association who 
most 
new members. It 


| will ke presented 


at the Atlantic 
City convention, 
June 18-20. 
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TYPEWRITERS 
ALL MAKES 


REGAL'S NEW YORK warehouse 
and 80 stock depots carry a re- 
volving stock of 10,000 machines. 


REGALRITE BRAND 
RIBBONS AND CARBONS 


* 
THE UTMOST IN QUALITY 
THE LOWEST IN PRICES 


Proven—Best by Test—Best for Less 


* 
REGAL TYPEWRITER COMPANY, INC. 


200 HUDSON ST., NEW YORK 13, N_ Y. 





MANY LETTERS REACH US EVERY DAY 
from our business friends, proving that Buromarkt 
otfice equipment magazine is internationally recog 
nized. If you are interested in the European market 
you can be informed twice a month about all new 
developments in Office Machinery, Office Devices, 
Office Furniture, Office Supplies and the complete 
range of Commercial Stationery by the news and 
trade journal 


BUROMARKT International Journal of Office Equip- 
ment reaching 10,000 dealers and managers in all 
countries of Europe with the monthly supplement: 
Das Rationelle Buro, (The Efficient Office). 


Information from: Atlantic Service Agency, P.O. 


Box 415, Flushing, N. Y. INdependence 3-6815. 
Sample copies from: 


VERLAG PETER BASTEN, 
AACHEN. GERMANY 
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make NEW sales! “ 


/ 
new a oh 
: rn 


fro 


/ / NUMBERING 
[ MACHINE 


Bullt to meet cus- 
tomers’ demands, 
Force 5-Action 
provides consec- 
utive, duplicate, 
triplicate, quad- 
ruplicate and re- 
peat numbering 
» » - all in one 
machine! Write 
for latest price 
lists and catalog. 


WM. A. FORCE 


216 NICHOLS AVENUE, BROOKLYN 8,N.Y 


ALES OFFICE NEW YORK CHICAGO SAN FRANCISCO and ¢ 








OFFICE MACHINE STANDS 
BUILT FOR SERVICE 
Combining 
Portability— 
Efficiency— 
Appearance— 
Durability 
Adjustable to the 
natural position of 
any pair of hands. 
KARLO STANDS 
are designed to 
give better service 
than any other of- 
fice machine stand 
on the market. 
KARLO STANDS 
combine added 
features which as- 
sure maximum port- 
ability, attractive 
appearance, utmost 
efficiency and 
greatest 
durability. 
Write for 
full particulars 
KARL MANUFACTURING COMPANY 
32-36 lonia Ave. S.W., Grand Rapids 2, Mich. 











AST CALL 


Manufacturers .. . . Exporters 


FORMS GLOSE ee 
THIS MONTH Uiicing 
FOR 1953 ISSUE 


Annually the entire Latin American 

continent will absorb a very im- 

pressive volume of your products. 

There are 19 countries in Latin 

America where all the office equip- 

ment and stationery importers, dis- 

tributors, dealers and larger users 

receive La OFICINA. They keep 

it, refer to it as a guide and refer- 

ence all year long. 

The need for all office products in Latin America is increasing steadily as 
business and industry develop. Tell these prospects and customers about 
your products in the 1953 La OFICINA. Its advertising rates are low— its 
coverage is complete. Your advertising in La OFICINA is basic to 
establishing and building a profitable Latin American trade. Forms close 
this month. 
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NOFA Know How 


National Office Furniture Assn. is pub- 
lishing a series of sales lessons for mem- 
bers titled, ‘‘NOFA Know How,’’ as 
part of its continuous program of train- 
ing and development for dealers and 
their salesmen. Each bulletin treats a 
particular selling problem with a quiz 
for applying the lesson to an actual 
situation. 


SoundScriber Representatives 


R. W. Davidson, vice president, Sound- 
Seriber Corp., announced appointment of 
William L. Smyth and James J. Mul. 
laney as distributors for the Milwaukee 
area. 

Norman J. Collister, president, Collis- 
ter Corp., eastern New York distributors 
for SoundScriber, announced the appoint- 
ment of Keith C. Drake to manage the 
Albany office. 


Y & E Promotions 

Changes in the sales organization of 
Yawman & Erbe Mfg. Co. were an- 
nounced by H. P. Rockwell, vice presi- 


Allan Friedland, proprietor, St. Paul Type- 

writer Exchange, got good results from allow- 

ing passers-by to try a Royal Portable Type- 

writer which he fastened to an outdoor dis- 
play stand. 
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UNIVERSAL 
Cash Registers 




















“Acco f f Pl, ” 


With 6 exclusive features! 


1-All totals printed. 


2-12-item autographic de- 
tail strip. 


3-Auxiliary cash drawer. 

4-Ticket issuing. 

5-Accountant’s total bank 
slip. 

6-Accountant’s cash drawer 
total. 


To Approved Dealers... 
Liberal Open Account 




















UNIVERSAL CASH REGISTERS 
95-99 MANSFIELD ROAD 
NOTTINGHAM ¢ ENGLAND 
U.S.A. Distributor 
T. K. MeGOURTY, 140 WEST MAIN ST. 
PATCHOGUE, N. Y. 











—— NOW... YOU CAN MAKE ——— 


DRY Photo COPIES 


of anything typed, wr' printed or drawn 
IN YOUR ‘OWN, OFFICE 


with EXACT-PHOTE-COPY 
DRY PROCESS MACHINE 
Speedy © Easy © Economical . .. 
Prices start at $80.00 


Png ~~ rine on our 
process machines. 


GENERAL ‘PHOTO P PRODUCTS CO., Inc. 
CHATHAM, NEW JERSEY 











CASH REGISTER 


HIGHEST 
QUALITY 
PRODUCTS 


SEEDS 
cS te 


NEW ADDRESS 


International Cash Register & Parts Co. 


207 E. EVERGREEN ST., MT. PROSPECT, ILL.} 


“SLIP-ON” LABEL HOLDER 





SO-1! For I"* Ring Books, 25c ea. 
SO-2 For 2" Rin Books, 35c ea. 
$O-I'/. For 1'/2"" Ring Books, 30c ea. 


OFFICE PRODUCTS, INC. 
9925 Freeland, Detroit 27, Mich. 


On Stationery Counters Everywhere 


viginal “OUTLOOK” 


ENVELOPE 
Today’s Standard 


Glassine or 
Cellulose 
Transparency 
Goto Pm posi- 

tone ‘0 

art A needs. a —F id addressing 
mate errors. Use @ world ov 

for samples and prices today. willbe 


OUTLOOK ENVELOPE CO., 


Originators of “Outlo« 


W Wash ' Blvd 





Est. 1902 


k Envelope: 


dent. Donald C. Swan has succeeded 
Benjamin F. McGinty as district mana- 
ger of Georgia, Florida, Alabama, Mis- 
sissippi, Louisiana and Tennessee. His 
former position as district manager in 
Michigan, Ohio, and West Virginia has 
been filled by Robert M. Lamson, Ken- 
tucky having been added to this terri- 
tory. 


Todd Chicago Promotions 


Promotion of R. E. Carter to manager 
of the Chicago plant of Todd Co, was 
announced by A. Richard Todd, execu- 
tive vice president. Also promoted were 
Raymond H. Bundschuh to plant super- 
intendent and Earnest R. Lewis to office 
manager. 


Join Wausau Sales Division 


Harold R. Knott, vice president in 
charge of sales, Wausau Paper Mills Co., 
announced the appointment of Charles T. 
Elliott Jr. and Cyd F. Gillis to the com- 
pany’s sales division in Chicago. Mr. 
Elliott has been in the paper industry 
over 25 years. He was sales manager of 
Shawano Paper Mills and western dis- 
trict sales manager for Port Huron Sul- 
phite & Paper Co. Mr. Gillis recently re- 
signed from Fraser Paper, Ltd., after 
nearly 23 years continuous service, 14 
years of which were in the Cleveland and 
Chicago sales divisions. 


Audograph Appointments 


James K. Byrd, general sales manager, 
Audograph Co. of New York, announced 
appointment of Roswell E. Hubbell as 
assistant general sales manager and Hol- 
lingshead N. Taylor Jr. to replace Mr. 
Hubbell as sales manager of the Phila- 
delphia office. 


WOFI Reelects Officers 


Wood Office Furniture Institute re- 
elected all officers and executive commit- 
| tee members: W. T. Powell, Myrtle Desk 
| Co., president; Sterling Lord, Leopold 
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Carlton-Surrey, Inc., 
Grand Rapids, work- 
ed with Lon Dutcher, 
decorator consultant 
for Suniland Furni- 
ture Co., Houston, 
to furnish this direc- 
tors’ room for Great 
Southern Life Insur- 
ance Co. It is de- 
signed to combine 
soft beauty, warmth 
and "study" atmos- 
phere with added 
utility in limited 
space. 


Co., vice president; Raphael Blessinger, James G. Sinclair 
Jasper Desk Co., treasurer; and A, F, James G. Sinelair, who had ealled on 
Krieg, Jasper Seating Co.; J. K. Boling, dealers from the New York office of 
High Point Bending & Chair Co.; R. Ek. Ames Supply Co. for the past 18 years, 
Sturm, Jasper Office Furniture Co. died suddenly of a heart attack Dee. 29. 





Better Performance and Longer Life 


FOR YOUR OFFICE EQUIPMENT 
With An Annual 


Platen and Feed Roll Change 


For Best Results, Insist on 


FUTURISTIC 


5-Star Platens 


Manufactured and Distributed to Office Machine Dealers by 


Ames Supply Company 


CONTACT YOUR LOCAL TYPEWRITER DEALER OR REFER TO YOUR RED BOOK 
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sADVERTISERS » 





Acco Products, Inc. 


Acme Adding Machine Service & Sales Corp. 


Acme Visible Records, Inc. 
Addiator-Rechenmaschinenfabrik 

Addo Machine Co. 

Adjusto-Swing Office Machine Stands Co 
Ajax Time Stamp Co. 


Allen Business Machines, Inc., R. C. ...... 


Amberg File & Index Co. .. 
American Automatic Typewriter Co. . 
American Cancer Society ; 
American Carbon Paper Mfg. Co. .. 
American Stencil Mfg. Co. 

American Writing Paper Corp. 
Ames Supply Co. 

Applaud Sales Co. , 

Atlas Stencil Files Corp. . 
Autocopy, Inc. 

Autographic Register Co. — 
Barret Adding Machine Division .... 
Basten, Peter . 

Blair Aluminum Furniture Co. 
Boorum & Pease Co. . 

3orroughs Mfg. Co. 

Bostitch, Inc. 

Bruning Co., Charles .. 

Burroughs Adding Machine Co. 
Calculator Equipment Corp. 
Carter's Ink Co. 

Cel-U-Dex Corp. 

Chairmaster 

Chicago Adding Machine Service 
Clar-O-Type Co. 

Codo Mfg. Corp. ..... 

Columbia Ribbon & Corbon Mfg. Co. 
Consolidated Office Supply Co. 
Convoy, Inc. 

Cotterman, |. D. 

Coxhead Corp., Ralph C. .. 

Cramer Posture Chair Co. 

Davidson Corp. 

Dehn Jr., | 

Dewberry Engraving Co. 

Dick Co., A. B. 

Dictaphone Corp. 

Ditto, Inc. 

Dupli-Typer Co. 

Eagle Pencil Co. 

Eastern Corp. 

Elliott Addressing Machine Co. 
Evans Specialty Co. 

Executive Furniture, Inc. 

E-Z Sort Systems, Ltd. 

Faber-Castell Pencil Co., A. Ww. 
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Faber Pencil Co., Eberhard 
Facit, Inc. 

Fedders-Quigan Corp. 
Federal! Business Products, Inc. 
Federal Cash Register Co. 
Felt & Tarrant Mfg. Co. 

Force & Co., Wm. A. 

General Binding Corp. 
General Photo Products Co. 
Gibian, Richard 

Gilbert Paper Co. 

Halverson Specialty Sales 
Hamann Calculating Machine Co. 
Hammermill Paper Co. 

Hano Co., Philip 

Harding Co., Milo 


Hush-A-Phone Cen. 

Imperial Desk Co. . 

Industrial Shredder & Cutter Co. 

Ink Specialties Co. 

Institutional Sales 

Inter-Continental Trading Corp. 
International Business Machines Corp. 
International Cash Register & Parts Co. 
International Office Appliances, Inc. 
Invincible Metal Furniture Co. 

Karl Mfg. Co. 

Kee-Lox Mfg. Co. 

Kellogg Switchboard & Supply Co. 
Kline Co., W. R. 

Labelon Tape Co. ; 

Lariton Monotype Machine Co. 
LeFebure Corp. 

Litho Engineering & Research 

Magnetic Recording Industries 
Manifold Supplies Co. 

Marchant Calculators, Inc. 

Master Addresser Co. .. 

Milwaukee Metal Furniture Co. 
Minnesota Mining & Mfg. Co. 

Modern Business Forms Mfg. Co. 
Monroe Calculating Machine Co. 
Moore, Inc., P. O. 

Multistamp Co. 

National Blank Book Co. 

National Business Show 

National Cash Register Co. 

National Office Furniture Assn. 
National Office Management Assn. 131 
Neenah Paper Co. 

Norta Distributing Co. vee .. 184 
Northwest Metal Products Co. naka sae ee 


THe Orrice—April, 1953 





Office Products, Inc. ........ 

Office Publications Co. 

Old Town Corp. ... 

Olivetti Corp. of America 

Outlook nvelope Co. 

Ozalid, Division of General Aniline & 
Film Corp. 

Palson Mfg. Co. 

Paraliner Co. : 

Peerless Imperial Co. 

Pennwood Numechron Co. 

Pitney-Bowes, Inc. ag 

Plus Computing Machines, Inc. 

Potomac Products Corp. 

Precisa Calculating Machine Co. 

Print-O-Matic Co. 

Pronto File Corp. : 

Queen Ribbon & Carbon Co 

Rapid Roller Co. 

Regal Typewriter Co. 

Remington Rand, Inc. 

Rex-Rotary Distributing Corp 

Reynolds & Reynolds Co. 

Rising Paper Co. 

Rite-Line Corp. 

Roberts Numbering Machine 

Roberts Rubber Co., Weldon . 

Royal Typewriter Co. 

Safeguard Corp. 

Scott-Rice Co. 

Select-O-Phone Division 

Scribe Corp. 

Shaw- ‘Walker 


BIND your copies of THE OFFICE and save 
time looking for things in past issues. Two 
binders hold the entire year’s issues with 
the complete index in the last copy (June 
and December) in each binder. Send $3 for 
your set of two binders (not sold singly) to 
Office Publications Co., 270 Madison Ave., 
New York 16, 
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Shredmaster Corp. 
S-K Forms Co. 
Smead Mfg. Co. .. oe 
Smith & Corona Typewriters Inc., Cover i 
SoundScriber Corp. fie tee 103 
Speed-O-Print Corp. ....... puoi a, 
Spot Carbon Products .. 155 
Snes CANINE CO) nn icddisicccccecnciccss TR 
Strohmeyer & Arpe Co. 163 
Shirate Paste Clnir Ce oiscsccesccccccsescee OF 
Technygraph Co. - ey . 185 
Thomas Collators, Inc. . 96 
Tubular Specialty Mfg. Co. .... 49 
Typewriter Sundries Co. Ltd. 165 
Underwood Corp. .. . saves en i¥ 
United States Envelope Co. 54 
Unitrans Co. . , indea 134 
Universal Cash Reglelers : ; : 181 
Varigraph Co. ; ~ el ccug hae 166 
Vari-Typer, The aes bikes . 39 
Verd-A-Ray Corp ‘3 ; 19 
Victor Adding Machine Co. wire Seer 160 
Victor Safe & Equipment Co. : ‘ 172 
Visirecord, Inc. ; , 151 
Vogel-Peterson Co. ine sates 176 
Wassell Organization ...... ey ee 143 
Wausau Paper Mills Co. .. jaae 75 
Weber Addressing Machine Co. és 53 
Weber Bros. Metal Works .... . 164 
Weston Co., Byron ; caewassenes ee 
Wheeler Insulated Wire Co. ; ; ‘ 151 
Worden Co. 


STENCIL BOOK FILE 





The Smart Way to 
FILE STENCILS 
Available in 50 and 100 page capacity. 
Contains index, numbered pages and pro- 


Special oil-treated 
moist and flat for 


duction record sheets. 
pages keep stencils 
future use. 

Capacity 50 stencils 
Capacity 100 stencils 
TECHNYGRAPH CO.,Techny, Il. 
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Figures 


IK Ides of Mareh with their 
recurring income tax problems 
this vear brought home to more 
people than ever the tre- 
mendous and essential part which 
simple arithmetic plays in the con- 
duct of American life. Figures and 
figuring, postings and totals, sub- 
tractions and credit balances, de- 
manded in ever increasing measure 
by government and business today, 
have impacted the American people 
in recent years with an almost 
revolutionary violence. 

Time was when the typewriter was 
the keystone of most office opera- 
tions. The first things needed when 
a new office or business was opened 
were a typewriter and a telephone. 
Letters had to be written and 
records kept — put it on paper. 
Things in this respect certainly have 
not changed. They have just become 
more complex for it is perhaps no 
exaggeration to say that half of all 
paperwork today in some way has to 
do with figures. 

All of which focuses particular at- 
tention on the modern adding ma- 
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chine. The business of making, 
marketing and applying adding ma- 
chines and their related units to 
their manifold uses has become in- 
deed one of the romances of modern 
industry. Almost as many desk add- 
ing machines go into annual use in 
the United States today as office 
typewriters, a volume substantially 
exceeded when other basic types of 
figuring equipment are included like 
calculators and accounting ma- 
chines. There are on the American 
market today more than twice as 
many different makes of desk adding 
machines than of office typewriters. 
One finds many types of business, 
small and large, with more adding 
machines and calculators in use than 
standard typewriters. The growing 
trend toward adding machine dis- 
tribution by independent dealers 
gives testimony to the transition of 
the adding machine from a specialty 
to a recognized bread-and-butter 
product. Manufacturers see the day 
not too far distant when the popula- 
tion of adding machines in the 
United States will exceed that of 
any other class of office machine. We 
also find in our midst thousands 
upon thousands more CPA’s, audi- 
tors, accountants, bookkeepers, 
actuaries, tax experts and general 
figure ‘‘pushers’’ than ever. It is 
by no means farfetched to expect 
adding machines to go into the 
home. In fact, one of these days we 
may see women using small adding 
machines in supermarkets to check 
and tally their purchases as they go 
along. 

So, why hate figures—there is 
always an adding machine. 
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Throw Une Master Switch on Your Order Billing! 


GET THIS 
IDEA FOLDER! 


ONE-WRITING systems “¢o7ar Mw! 


Gormrcaceverersuscssosocuageseoepoosessoooes 


In order-billing, it’s the rewriting and retyping that : DITTO, incorporated, 637 So. Ockley Bivd., Chicoge 12, il. 
salaried time, and slow up the entire operation. Stop : Secsadae demo remie 

all chat! Cut costs; speed routines, please customers, ; Payroll () Purchasing [] Production (1) 

get it done quicker, and right the first time! ; 
The DITTO idea is explained above, it adaptsto = PETES SESE Rk Noo OO OOS SC A 
any company's present routines. Mail the coupon, 

get the Idea Folder on Order-Billing and other ROR ieee veeiertnneied enter nner 
DITTO One-Writing error-free speed-systems! GE SERRE SERS EGO.“ ERERINERCEY | “atin etches 


5 Mame & Title a 





A Calculator that prints 


-»--and a general-purpose 
adding-figuring machine 





... then you'll want this 2-in-1 machine 


The Underwood Sundstrand Automatic 


Printing Calculator makes a record of 
what it does 


...and what it does is PLENTY! 
.-.Adds...subtracts...multiplies...divides 
-+. gives automatic credit balances. 

Both large and small offices find it indis- 
pensable as a general-purpose, multi- 
purpose machine. 

The Underwood Sundstrand Auto- 
matic Printing Calculator makes an 
operator more versatile ... saves time 
and money. It enables her to change 
quickly from payrolls to inventories... 
from computing interest to figuring sta- 
tistical calculations ... without chang- 
ing machines. 


Underwood Corporation 


Adding Machines...Accounting Machines 
Typewriters ... Carbon Paper... Ribbons 
One Park Avenue, New York 16, N. Y. 
Underwood Limited, Toronto 1, Canada 
Sales and Service Everywhere 


And how simple it is to operate! It 
performs all of its various functions with 
only 10 numeral keys, all grouped under 
the finger tips of one hand. And no 
specially trained operator is required. 

Thanks to the famous Underwood 
Sundstrand Keyboard work is speeded, 
fatigue reduced, errors cut to a very 

Yes, look at records... the printed 
records of the Underwood Sundstrand 
Automatic Printing Calculator! Consider 
all that it does ... for so little money. 
And you'll ask for a demonstration of this 
2-in-1 machine today. 


eats 
Pee eeeeeceneeeeeeceen eseeeece eeeenae 
UNDERWOOD CORPORATION 

One Park Avenue, New York 16, N. Y. 0-4-53 


Please send me your folder on the new 
Underwood Sundstrand Automatic Printing 
Calculator. 

Name. 


Cc 
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Street, 
City, 











